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LAW ENFORCEMENT CODE OF ETHICS

As a Law Enforcement Officer, my fundamental duty is to serve mankind; to
safeguard lives and property; to protect the innocent against deception, the weak
against oppression or intimidation, and the peaceful against violence or disorder;
and to respect the Constitutional rights of all men to liberty, equality and justice.

| will keep my private life unsullied as an example to all; maintain courageous calm
in the face of danger, scorn, or ridicule; develop self-restraint; and be constantly
mindful of the welfare of others. Honest in thought and deed in both my personal
and official life, 1 will be exemplary in obeying the laws of the land and the
regulations of my department. Whatever | see or hear of a confidential nature or
that is confided to me in my official capacity will be kept ever secret unless
revelation is necessary in the performance of my duty.

| will never act officiously or permit personal feelings, prejudices, animosities, or
friendships to influence my decisions. With no compromise for crime and with
relentless prosecution of criminals, | will enforce the law courteously and
appropriately without fear or favor, malice or violence and never accepting
gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a
public trust to be held so long as | am true to the ethics of the police service. | will
constantly strive to achieve these objectives and ideals, dedicating myself before
God to my chosen profession...law enforcement.
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1 GENERAL PROVISIONS
Revised October 15, 2002

11 DEPARTMENT MANUAL

The Department Manual describes the Police Department's organizational
structure, sets the policy and procedures, and identifies Bureau responsibilities.
The objectives, principles, policies, procedures, rules and regulations set forth in
the Department Manual are guides to the actions of all Department employees. All
employees of the Department are to conform to the rules and provisions described
in the Department Manual. It is recognized that due to the fluid nature of police
work, the Chief of Police may authorize policy and procedures outside of the
guidelines set forth in the Department Manual. Those authorized changes shall
be incorporated into the Department Manual once Manuals and Orders has been
advised of the changes.

This Department Manual supersedes all existing manuals, orders, and other
regulations, which are in conflict with the contents contained herein.

111 MANUAL REVISION

All requests for Manual Section revisions, additions, or deletions shall be submitted
through the applicable Bureau Deputy Chief of the employee initiating the request.
All requests shall then be forwarded to the Office of the Chief of Police. The Office
of the Chief of Police shall review and determine if the request will be forwarded to
the Support Bureau.

Support Bureau shall assign the project to the Training Division, which will conduct
an analysis of the Manual Section and draft a Manual Insert to submit for Bureau-
level and appropriate recognized employee labor organization input.

Training Division shall ensure that all Bureau Deputy Chiefs/Managers or their
designees have reviewed and signed for their respective Bureaus, either
concurrence or objection, relative to the subject policy and procedures. Bureau
Deputy Chiefs shall comment in writing regarding any changes or concerns they
may have.

All documents subject to review by the Bureau shall accompany the final draft
Manual Insert submitted to Chief of Police for review and signature. Upon approval
by the Chief of Police, Support Bureau will distribute a copy of the revision to the
Bureaus, which will ensure appropriate assigned personnel receive a copy of the
insert.

The final, signed Manual Insert shall remain in effect as policy and will be
immediately integrated with the Department Manual.
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1.1.2 RESPONSIBILITY OF EMPLOYEES

All employees shall be responsible for maintaining up-to-date copies of the
Department Manual and other appropriate Department publications and are
required to familiarize themselves with their contents.

1.13 MANUAL DISTRIBUTION

A copy of the Long Beach Police Department Manual shall be made available to
all sworn employees. Copies shall also be available to all Divisions and to offices
where repeated reference to the Department Manual is required. The Manual is
also available to Police Department employees on the Intranet.

The Chief of Police shall authorize the distribution of Department publications.
Upon request, the following publications shall be available to the Civil Service
Department for consideration in the preparation of Police promotional
examinations:

1 Manual of the Long Beach Police Department
9 Training Bulletins
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1.2 LEGALITY

If any content contained in any Department publication is found to be illegal or
otherwise inapplicable, such findings shall not affect the validity of the remaining
portions of the publication.

The absence of a prohibitive order does not mean that the Department has
approved of any act contemplated or carried out.
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1.3 DELETED
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1.4 POLICE DEPARTMENT PUBLICATIONS

Official publications of the Long Beach Police Department issued under authority
of the Chief of Police are as follows:

Bureau Orders 1 issued by a Bureau Chief/Manager

Division Manuals - issued by a Division Commander/Administrator
Divisional Orders - issued by a Division Commander

Legal Information Bulletins - issued by the Training Division Commander
Training Bulletins - issued by the Training Division Commander

Manual of the Long Beach Police Department - issued by the Training
Division Commander

1 Uniform and Equipment Specifications Manual - issued by the Training
Division Commander

Personnel Orders - issued by the Personnel Division Administrator

Special Orders - issued at the Division or Bureau level
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1.5 UNIFORM & EQUIPMENT SPECIFICATIONS MANUAL

The Uniform and Equipment Specifications Manual identifies all the uniform and
equipment regulations of the Department. Only those items described shall be
authorized for use by employees. The Support Bureau is responsible for the
revision, update and continual maintenance of the Uniform and Equipment
Specifications Manual.
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1.6

DEFINITION OF TERMS

The definitions herein govern the terminology used in all communications and
whenever reference is made to any organizational unit of the Department. These
terms will provide uniformity and clarity when discussing the operation and
organization of the Long Beach Police Department.

The following words and terms shall have the meanings assigned.

)l
T
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Adult i shall mean any person 18 years of age or older

Beginning of Day and Week i shall mean the workday shall begin at 0001
(12:01 A.M.) and conclude at 2400 (12:00 Midnight). The work week shall
commence at 0001 (12:01 A.M.) each Saturday

Booking 7 shall mean the process of registering in Department records the
custody of persons or property

Business Hours i shall mean 0800 hours to 1700 hours, Monday through
Friday, excluding legal holidays

Call 7 shall mean a response made by an employee to a station assignment,
a request from a private person, a Department communication, or in the
furtherance of a Department investigation or assignment

Charter i shall mean the Charter of the City of Long Beach

Chief Officer - shall mean a Deputy Chief or Chief

City 7 shall mean the City of Long Beach

Civilian Employee i shall mean any employee of the Department and of the
City of Long Beach, other than a Police Officer

Command Officer - shall mean a Commander, Deputy Chief, or Chief
Commanding Officer - shall mean a Commander, Deputy Chief, or Chief
County 1 shall mean the County of Los Angeles

Department i shall mean the Long Beach Police Department

Department Property i shall mean any City-owned property controlled by the
Department

Employee/Personnel i these terms are used interchangeably and apply to
any person employed by the Department. These terms also apply to reserve
officers while on-duty

Incident Commander - shall mean the person of any rank who has taken
charge of an emergency to deploy resources in order to manage the event.
The Incident Commander shall remain in charge until relieved by a higher
ranking officer

Intoxication i shall mean any employee who is found under the influence of
intoxicating liquor or drugs 1 see Under the Influence

Juvenile i shall mean any person under the age of 18 years

Lawful Order i shall mean any written or oral directive issued by a superior
officer to any subordinate or group of subordinates in the course of police duty
which is not in violation of Federal or State law, City Ordinance and/or
Department rule or regulation
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1 Manual, Department Manual, or Procedures Manual - shall mean the

Manual of the Long Beach Police Department

May i shall mean the action is permissive

Minor i shall mean any person under the age of 18 years

Exception: A person under the age of 21 years shall be considered a minor

with respect to the following:

1 Sentencing and commitment of persons to the California Youth Authority

1T Veterands benefits

1 Alcoholic Beverage Control Act

1 Officer/Sworn Personnel 1 are used interchangeably and apply to those
empl oyees of the Department, regardl ess of
provided by law, to perform the duties of a regular police officer of the City of
Long Beach. 0 T hpty soeesearve offives whilel os-duty a p

1 Permanent Employee i shall mean any person employed by the Long Beach

Police Department who has completed entry level employment probation

Rank i shall mean the Civil Service title of the classification held by an officer

Reporting District 7 shall mean a predetermined geographical area

designated for crime analysis. The district is based on population density,

urban development, recorded criminal history and calls for service (CFS)

1 Right 7 shall mean, in reference to conditions of employment, conditions
specifically outlined by State or Federal law, the City Charter, City Ordinances,
Civil Service Rules and regulations, and the Memorandum of Understandings
of recognized representative employee labor organizations

1 Rules/Regulations i shall mean the Manual of the Long Beach Police
Department and other Department documents consisting of detailed directives
and/or orders binding employees of all ranks in terms of authority,
responsibility, and conduct

1 Seniority Definitions T Seniorityisestablished as t he empl oyeeds m

hire date. Time in grade for seniority purposes shall be date of promotion.

Application T Seniority and/or time in grade shall be considered as pertaining

to the following:

1 Vacation

1 Days off

1 Shift

1 Holidays

Shall/Will i means that the action required is mandatory

Under the Influence 7 If there is at any time 0.08% by weight of alcohol in the

personbés bl ood, I t s hal lis undertheinfuencenoé d t hat

intoxicating liquor

1 If there is at any time 0.05% or more but less than 0.08% by weight of
al cohol i n t he personos bl ood, such f a
presumption that the person is or is not under the influence of intoxicating
liquor, but such fact may be considered with other competent evidence in
determining whether the person was under the influence of intoxicating
liquor at the time of any alleged offence

= =4 =4
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T I'f there is at any time 0.08% or more by
blood, it shall be presumed that the person is under the influence of
intoxicating liquor
1 Watch Report - shall mean a communication consisting of memoranda of
interest to all personnel or multiple Divisions
1 Watch/Shift i shall mean a designated span of time within a 24-hour period
during which personnel are engaged in the performance of their assigned
duties
1 Work Day 1 shall mean the day in which the employee is directed to perform
his/her duties. In situations where an employee works eight to ten consecutive
hours and the hours cover portions of two successive days, the following rule
will apply:
1 If the majority of the hours worked are prior to twelve midnight, the day
commencing work shal|l be considered the N
1 If the majority of the hours-worked are after twelve midnight, the day of
ending work shall be consideredt he @A Wor k Dayo.
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1.7 ORDERS - TYPES OF

1 SPECIAL ORDERS - Special Orders affect the entire Department but are by
nature self-canceling due to time constraints, special situations, or objectives.
Special Orders indicate the Office of Origin and require the signature of the
Chief of Police. Special Orders may be issued in the format of a Watch Report.

1 BUREAU ORDERS - Bureau Orders are orders governing the operations and
procedures specific to a particular Bureau. Bureau Orders are intended to be
included in Bureau Manuals. Bureau Orders shall be signed by the Bureau
Chief and shall be approved by the Chief of Police.

1 DIVISIONAL ORDERS - Divisional Orders are orders governing the operations
and procedures specific to a particular Division or portion of a Division.
Divisional Orders are intended to be included in Division Manuals. Divisional
Orders shall be signed by the Commander of that Division and shall be
approved by the Bureau Chief

1 PERSONNEL ORDERS - Assignment, reassignment, or special detail of
personnel to or within the Department is accomplished by Department
Personnel Orders authorized by the Chief of Police and issued by the
Administrator of the Personnel Division
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1.8 CORRESPONDENCE REFERENCE NUMBER DESIGNATIONS

Reference number designations, as indicated in Training Bulletin #1, shall be used
on all outgoing correspondence to indicate the point of origination. The
designation is intended to simplify identification and distribution of any replies
received.
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1.9 FLAGS - DISPLAY OF

Display of the United States flag at Department facilities and by individuals
representing the Department shall be in accordance with the provisions of the
National Flag Law. See Protocol Manual for further.
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2 STRUCTURE, RANK & RESPONSIBILITIES
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2.1 ORGANIZATIONAL STRUCTURE

Office of the Chief of Police

1 Administrative Investigations Detall
1 Department Psychologist

1 Employee Relations

1 Internal Affairs Division

Administration Bureau

1 Community Relations Division
9 Fiscal Division

9 Personnel Division

1 Records Division

Investigations Bureau

1 Detective Division

1 Gang and Violent Crimes Division
1 Youth Services Division

Patrol Bureau

East Division

North Division

South Division

West Division

Field Support Division

upport Bureau
Jail Division
Port Police Division
Security Services Division
Training Division
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2.2 RANK

As peace officers, sworn members of the Department have a special responsibility
to act or take command in situations calling for law enforcement action. These
situations may be regular operations such as the command of a patrol shift or might
be an emergency situation such as a disaster.

Sworn police personnel are distinguished by rank, which is assigned in terms of
level of responsibility within the chain of command. The descending order of rank
in the Department is as follows:

Chief of Police

Assistant Chief

Deputy Chief

Police Commander

Police Lieutenant

Police Sergeant

Police Corporal

Police Officer

=4 =4 -8 -8 -8 _95_4_°

Civilian Chain of Command

1 Manager
1 Administrator
1 Supervisor

2.2.1 COMMAND AUTHORITY T WATCH COMMANDER
Revised March 2, 2015

In the absence of the Chief of Police and/or sworn command staff, the on-duty
Watch Commander shall be the ranking authority of the Department. This authority
includes, functional responsibility and supervision for all on-duty personnel in the
Department and incidents citywide. The on-duty Watch Commander will remain
on-duty until relieved by a subsequent Watch Commander, who shall carry the
same authority and responsibility.

2.2.2 COMMAND OF SCENE i INCIDENT COMMAND

At the start of any police incident, the senior patrol officer or ranking patrol officer
present shall assume command and direction of police personnel in a manner to
assure the most orderly and efficient accomplishment of the police task. When
two or more share the highest rank and no one has been designated as in
command, the officer having seniority in rank shall be in command. This officer
shall remain in command until relieved by a supervisory or command officer of
higher rank. The mere presence of a ranking or senior officer at the scene shall
not indicate his/her assumption of command. The ranking or senior officer shall
remain in an advisory capacity unless he/she specifically assumes command.
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Supervisory or command officers should consider assuming the role of incident
commander when any of the following circumstances exist:

1 Multiple crime scenes or related incidents

1 Significant deployment of resources

1 When the current incident commander could be better used in a different
capacity, e.g., operations officer

1 When the ranking supervisor or command officer determines that their
expertise would be better served as incident commander

1 When other agencies are involved

1 When significant political circumstances exist

1 When he/she has begun to give direction and/or orders

Careful consideration should always be given prior to assuming the role of incident
commander to ensure a smooth transition of incident leadership.

Assumption of Command

The senior or ranking officer assuming command at the scene must advise the
officer in command at the time he/she is being relieved. When an officer assumes
command, he/she also assumes all responsibility for the successful completion of
the operation.

At the conclusion of the tactical phase of the incident, command may be
relinquished to the ranking officer from the investigative detail that will conduct any
required follow up investigation.

2.2.3 DUTY CHIEF ON CALL

Unusual or emergency situations may
senior command staff. In order to facilitate the handling of unusual situations that
occur, an On-Call Duty Chief will be designated as the first senior level command
officer to be notified. The Duty Chief will be a resource to the Watch Commander
via pager or telephone on a daily basis during the hours of 1700 to 0800 Monday
through Friday and 24 hours on weekends and holidays. The Watch Commander
shall refer to the Critical Incident Notification Guide for mandatory notifications to
the Duty Chief.

The Office of the Chief of Police will compile the Duty Chief roster from the ranks
of Deputy Chief and Commander. The Duty Chief roster will be distributed to all
command personnel, patrol lieutenants, the Communications Division, and the
headquarters business desk four weeks in advance of the assignment dates.

Duty Chief Responsibilities
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1 Assist the Watch Commander in evaluating the situation and ensure the
necessary procedures are being taken to resolve the problem

1 Make the necessary notifications as outlined in the Duty Chief Notification
Guide

1 May use the Watch Commander or Communications supervisor to help make
the notifications. Some of the notifications may be made by other means at a
later time based upon the circumstances of the event as determined by the
Duty Chief.

1 Must respond to particular situations to assist the Watch Commander as
identified on the Duty Chief Notification Guide

T Shal/l cal l teheach @drning, fprinisto A0 thours, to verify that
appropriate notifications have been made

Select this link for the most current CRITICAL INCIDENT NOTIFICATION GUIDE.
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2.3 THE CHIEF OF POLICE
Revised July 22, 2021
The Office of the Chief of Police shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

The Chief of Police is the Chief Executive Officer of the Department and the final
Department authority relative to policy, budget, operations, and discipline. The
Chief exercises all lawful powers of the office and issues such lawful orders as are
necessary to assure the effective operation of the Department.

General Responsibilities

In addition to those responsibilities identified in Government Code 841601-41612,
the Chief of Police is required to manage and lead the Department, which includes
enforcing a | | | aws and ordinances wi ttphlnnmng,
directing, coordinating, and staffing all operations of the Department; enforcing all
rules and regulations within the Department; completing and forwarding such

t

he

Ci

reports as may be required by proper authority; and maintainingtheDe par t ment 6 s

relationships and lines of communication.
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2.4 ASSISTANT CHIEF OF POLICE
Revised July 22, 2021
The Office of the Chief of Police shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

The Assistant Chief of Police is appointed by the Chief of Police after the
appointment is confirmed by the City Manager. The Assistant Chief is
responsible for Department operations and other responsibilities as assigned by
the Chief of Police. Subject to the authority of the Chief of Police, the Assistant
Chief of Police shall issue such orders as may be required to promote the
effective performance of all Department operations.

In the absence of the Chief, the Assistant Chief of Police assumes the duties of
the Office of the Chief with the authority to act in accordance with City and
Department policy.

General Responsibilities

The Assistant Chief of Police is required to manage and lead, which includes
enforcing al/l | aws and ordinances within ¢ttt
directing, coordinating, and staffing all operations of the Department; enforcing all

rules and regulations within the Department; completing and forwarding such

reports as may be required by proper authori
relationships and lines of communication.
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2.5 DEPUTY CHIEF OF POLICE OR BUREAU MANAGER
Revised July 22, 2021
The Office of the Chief of Police shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

A Deputy Chief of Police or Bureau Manager is appointed by the Chief of
Police after the appointment is confirmed by the City Manager. A Deputy Chief
of Police or Bureau Manager provides administrative and executive
assistance to the Assistant Chief of Police or the Chief of Police. Subject to
the authority of the Assistant Chief of Police or the Chief of Police, a Deputy
Chief of Police or Bureau Manager shall issue such orders as may be required
to promote the effective performance of all operations within their Bureau.

A Deputy Chief of Police may be assigned to act as the Assistant Chief of Police
in the absence of the Assistant Chief of Police.

General Responsibilities

A Deputy Chief of Police or Bureau Manager at the direction of the Assistant
Chief of Police or the Chief of Police, is required to manage and lead, which
includes planning, directing, controlling, and coordinating all operations within
their Bureau. A Deputy Chief of Police or Bureau Manager shall report directly
to the Assistant Chief of Police.

A Deputy Chief of Police or Bureau Manager may be assigned additional duties
by the Assistant Chief of Police or the Chief of Police.
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2.6 POLICE COMMANDER OR ADMINISTRATOR
Revised July 22, 2021
The Office of the Chief of Police shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

A Police Commander or Administrator is appointed by the Chief of Police after the
appointment is confirmed by the City Manager. Subject to the authority of their
assigned Bureau Deputy Chief of Police or Bureau Manager, Police Commanders
and Administrators ensure the effective utilization of police resources in an efficient
manner within their respective divisions while ensuring that City, Department, and
Divisional goals and objectives are achieved.

Police Commanders may be assigned to act as a Deputy Chief of Police in the
absence of a Deputy Chief. Administrators may be assigned to act as a Bureau
Manager in the absence of a Bureau Manager.

General Responsibilities

A Police Commander or Administrator may be assigned additional duties by
their Bureau Deputy Chief of Police/Bureau Manager.

Police Commanders and Administrators are required to manage and lead which
includes planning, directing, supervising, and coordinating operations within their
assigned Divisions. A Police Commander or Administrator shall report directly
to their Bureau Deputy Chief of Police/Bureau Manager.
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2.7 POLICE LIEUTENANT

Lieutenants are appointed by the Chief from a certified promotional eligibility list
provided by the Civil Service Department in rank order, per Article IV Section 29
of the Civil Service Rules and Regulations. Under direction, a lieutenant will
command or assist in the command of a functional unit of the Police Department.
A lieutenant directs, supervises, and inspects and coordinates the activities of all
law enforcement and support personnel in a functional or specialized unit or unit
watch.

General Responsibilities

1 Command

Direction and control of personnel under their command, typically a watch or
section, to assure the proper performance of duties and adherence to established
rules, regulations, policies, and procedures. Schedules, assigns, supervise, and
reviews the work of assigned personnel. Provides for continuation of command
and/or supervision in their absence.

91 Discipline & Morale

Enforces rules, regulations, and orders; recommends and carries out disciplinary
actions. Maintains discipline and morale within their command and is responsible
for the investigation of personnel complaints not assigned elsewhere.

9 Inter-Divisional Action

Promotion of team effort and cooperation with other Divisions and units within the
Department. Initiation of action in cases not regularly assigned to their command
when a delay to inform the proper unit may result in a failure to perform. Confers
with commanding officers and acts for them in their absence and performs other
related duties as required.

Specialized Responsibilities

1 Patrol - Squad Meeting - Conducts roll calls and communicates all orders or
other information at roll call. Inspection and correction of their command as
necessary

1 Reports & Records - Preparation of correspondence and reports.
Maintenance of records relating to the activities of their command

1 Investigations - Performs specialized work in law enforcement investigations,
communications, training, community relations and related police assignments

1 Training T Coordinates the activities or regular and special police training
programs, including safety and the use of emergency vehicles

1 Maintenance - Assurance that offices, equipment, supplies and material
assigned to their command are correctly used and maintained
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2.8 POLICE SERGEANT
Revised October 24, 2014

Sergeants are appointed by the Chief from a certified promotional eligibility list
provided by the Civil Service Department in rank order per Article IV, Section 29
of the Civil Service Rules and Regulations. Where assigned, sergeants work
under the direction of a Lieutenant, Commander, Administrator, Manager, Deputy
Chief or Chief of Police. Sergeants supervise one or more employees. In addition
to the routine and individual responsibilities of all employees, each sergeant is
specifically responsible for the following:

2.8.1 GENERAL RESPONSIBILITIES
Revised October 24, 2014

A sergeant may be assigned to either field or station duties. They shall closely
supervise the activities of their subordinates, making corrections when necessary
and commending when appropriate. The field sergeant shall monitor his/her radio
at all times. The field sergeant shall log all significant dispatches and dispositions
on the Patrol Bureaubds Sergeantdés Daily Log.

See also section 7.1.9.1 7 FIELD SITUATIONS REQUIRING FIELD SERGEANT
RESPONSE

2.8.2 DIRECTION
Revised October 24, 2014

Sergeants shall exercise direct command to assure order, conduct, discipline and

efficiency. Exercise of command may extend to subordinates outside the usual

sphere of supervision if the objective or reputation of the Department requires. If

a sergeant requires a subordinate other than their own to leave a regular
assignment, the directing sergeant shall infor
supervisor as soon as possible.

2.8.3 ENFORCEMENT OF RULES
Revised October 24, 2014

Sergeants must enforce Department rules, regulations and orders and ensure
compliance with Department policies and procedures.

2.8.4 INSPECTION
Revised October 24, 2014

Sergeants are responsible for the inspection of activities, personnel, facilities and
equipment under their supervision. They are responsible to initiate appropriate
action in the event of failure, error, violation, misconduct, or neglect of duty by a
subordinate.
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2.8.5 TRAINING SUBORDINATES
Revised October 24, 2014

A sergeant shall have a working knowledge of the duties and responsibilities of
their subordinates. They shall observe public contacts made by subordinates and
be readily available to provide assistance or instruction as required. The sergeant
shall observe the conduct of assigned personnel and take pro-active command as
necessary.
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2.9 MISCONDUCT OBSERVED BY SUPERVISOR

Whenever any command or supervisory officer observes or is informed of
misconduct of another employee that indicates the need for disciplinary action,

they shall take authorized and necessary action and render a complete report of

the incident and their actions. The report will be directed to their Commanding

Oof ficer, who shall forward it as provided
& Forwarding.
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3 PERSONAL CONDUCT
3.1 PROFESSIONAL CONDUCT & RESPONSIBILITIES
Knowledge of Laws & Regulations

Employees are required to establish and maintain a working knowledge of all
appropriate State laws, all laws and regulations of the Department, all Orders and
Directives of the Department and Divisions thereof, and the City of Long Beach
Civil Service Rules and Requlations. In the event of improper action or breach of
discipline, it shall be assumed that the employee was familiar with the law, rule, or
policy in question.

Obedience to Laws & Regulations

Employees are required to obey all State laws, all laws and regulations of the
Department, all Orders and Directives of the Department and Divisions thereof,
and the City of Long Beach Civil Service Rules and Requlations. Employees shall
have all the duties, obligations, responsibilities, and rights assigned to them by
law, including the Memorandum of Understanding.

Authority for Enforcing Obedience

Pertaining to the knowledge of and obedience to laws and regulations, the
disciplinary process is influenced by, and the authority for the enforcement of the
preceding, is found specifically in Article 1ll, Section 302, of the Long Beach City
Charter, and Article VIII, Sections 75 and 76 of the Civil Service Rules and
Requlations, which states in part as follows:

1 Powers and Duties of the City Manager
Article 1ll, Section 302, Long Beach City Charter: "The City Manager shall
have the following powers and duties: (b) To appoint, suspend and remove all
City employees in both the classified and unclassified service; except for the
classified service, such powers shall be pursuant to the Civil Service provisions
of this Charter, Civil Service rules, regulations and ordinances; and except the
City Clerk's Department and the elective officers and their appointees and such
officers and employees as shall be subject to appointment by the City Council.”

1 Specific Charges
Article VII, Section 75, Civil Service Rules and Requlations: "Prior to
suspending, dismissing or demoting a permanent classified employee for
disciplinary reasons, the appointing authority or his/her designated
representative shall afford the employee an opportunity to respond to the
allegations that caused the disciplinary action to be considered. Should the
employee fail to provide sufficient reasons to cause a reconsideration of the
contemplated discipline, a written letter of charges, which shall set forth the
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acts or omissions with which the employee is charged, shall be served upon
the employee by, or on behalf of, the appointing authority. The letter of charges
shall cite the rules and/or regulations the employee is alleged to have violated.
Service of the letter of charges may be accomplished by either personally
delivering a copy to the employee or by mailing a copy via certified United
States Mail with a return receipt. The letter of charges shall inform the
employee of his or her right to appeal the disciplinary action to the Civil Service
Commission and shall advise the employee that a written notice of appeal must
be filed with the Commission: (1) no later than 10 days after the date the letter
of charges was personally delivered; or (2) no later than 10 days after the date
of delivery recorded on the certified mail return receipt; or (3) not later than 25
days after the date of mailing if the certified mail return receipt is not returned
and the letter of charges was mailed to the employee's address on file."

1 Employee Appeal of Discipline Imposition

Article VII, Section 76, Civil Service Rules and Requlations: "With the
exception of summary suspensions under Section 87, any permanent
employee who is suspended, dismissed, or demoted for disciplinary reasons or
pursuant to Section 40, shall be entitled to an appeal under Section 1103 of the
City Charter and/or these Rules. If an employee desires to appeal, he/she must
file a written notice of appeal and request for a hearing: (1) no later than a 10
days after the date the letter of charges was personally delivered; or (2) no later
than 10 days after the date of delivery recorded on the certified mail return
receipt; or (3) no later than 25 days after the date of mailing if the certified mail
return receipt is not returned and the letter of charges was mailed to the
employee's address on file. The Commission may, for good cause, grant an
additional five days in which to file an appeal. In the absence of a timely appeal,
the order of suspension, dismissal or demotion shall be final without any action
of the Commission."

Article XI Section 1103: City Charter Disciplinary Appeals: "No employee
in the classified service shall be suspended, discharged or reduced in
classification for disciplinary reasons until the employee has been presented
with the reasons for such action specifically stated in writing. The employee
shall have the right to appeal such action to the Commission in accordance
with the procedures specified in its rules. The reasons for such action and any
reply thereto by the employee, shall be filed in writing with the Commission."

1 Establishing Elements of Violation
Existence of facts establishing a violation of the law, ordinance or rule, is all
that is necessary to support any allegation of such a violation as a basis for a
charge under this section. It is not necessary that a formal criminal complaint
be filed or sustained.
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3.2

GENERAL RESPONSIBILITIES - EMPLOYEES
Revised 12/21/2007

While on-duty, employees shall take appropriate action at all times to:

T

= =4

Treat all persons equally and with fairness, regardless of race, ethnicity, creed,
sexual orientation, disability or social status

Be responsible for the protection of life and property from criminal attack and
in emergency situations when the welfare of the community is threatened
Enforce all State and local laws in a reasonable and prudent manner

Enforce local ordinances relating to the control of crime and regulation of
conduct

Take such action as may be necessary and operate in such a manner as to
assure the citizens of the City that orderly activities of the community may
proceed without disruption from criminal and irresponsible elements
Cooperate with and assist citizens of the community and units of the City,
County, State and Federal Government with such problems and in such
situations as customs and traditions dictate, in matters both criminal and non-
criminal

Be responsible for the care, handling, security and proper disposition of
property obtained during the performance of their duties. The arresting officer
is responsible for the security of all personal property in the possession or
under the control of the arrestee at the time of arrest. With the exception of
vehicles, this responsibility is transferred to Booking Desk personnel or
transporting officers when they accept custody of the arrestee

Unless otherwise directed, employees shall report to their daily assignment at
the time and place specified and shall be properly uniformed and equipped.
They shall give careful attention to orders and instructions, avoiding
unnecessary talking or movement
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3.3 TRUTHFULNESS

Employees are required to be truthful at all times. Employees shall not knowingly
falsify any official report or enter or cause to be entered any inaccurate, false or
improper information on the books, records or registers of the Department.
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3.4 CONDUCT TOWARD THE PUBLIC

Employees shall be courteous and orderly when working with the public.
Employees shall perform their duties quietly, avoiding harsh, violent, profane or
insolent language, and shall always remain in control of their behavior regardless
of provocation. On request, employees are required to supply their names and
Departmental ID Number (DID #) or the names and DID # of other employees.
Employees shall respond to requests from the public quickly, efficiently and in a
courteous and professional manner, avoiding unnecessary referral to other parts
of the Department.

Impartial Attitude

Employees shall remain impartial toward all individuals with whom they come in
contact. All citizens are guaranteed equal protection under the law. Exhibiting
partiality for or against a person because of race, sex, national or ethnic origins,
age, influence, or for any other reason, is considered conduct unbecoming an
officer. Similarly, unwarranted interference in the private business of others when
not in the interests of justice is also considered conduct unbecoming an officer.
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3.5 CONDUCT ON-DUTY - PROHIBITED ACTIVITY

Employees are prohibited from engaging in the following activities while on-duty:
1 Consumption of alcohol/intoxicants by Departmental personnel unless
consumed to further a police purpose. (Also see 3.24, 3.25)

Sleeping

Recreational reading (excluding lunch hour)

Conducting personal business (excluding lunch hour)

Gambling (unless to further a police purpose)

Loafing (failure to be attentive to police business)

= =4 -8 8 A
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3.6 PERSONAL CONDUCT

Employees shall be courteous and civil at all times in their relationship with one
another. On-duty, and particularly in the presence of other officers, employees or
the public, officers shall be referred to by rank. (Also see 3.11)
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3.7 STANDARD OF CONDUCT

Employees shall conduct their private and professional lives in such a manner as
not to harm the integrity or reputation of the Department.
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3.8 COOPERATION

Cooperation between the ranks and units of the Department is essential to
effective law enforcement. Therefore, all members are strictly charged with
establishing and maintaining a high spirit of cooperation with the Department.

3.8.1 COOPERATING IN DEPARTMENTAL INVESTIGATIONS

Employees are required to answer questions or provide material and relevant
statements to the proper authority in a Departmental personnel investigation, when
directed. Failure to comply may result in the employee being found insubordinate
and subject to disciplinary action.

3.8.2 ADMINISTRATIVE LEAVE

The Chief of Police retains the discretion to assign any employee to Administrative
Leave during the course of an investigation into allegations of serious misconduct.
Investigations involving an assignment to Administrative Leave will be completed
as quickly as possible. While assigned to Administrative Leave an employee will
continue to receive pay and benefits.

When assigned to Administrative Leave, employees must remain at their residence
(or other location approved by the Internal Affairs Division Commander or his or
her designee), during a set schedule as determined by the Internal Affairs Division
Commander or his or her designee. An employee on Administrative Leave is
required to perform any work they are assigned, to remain on call at the assigned
location of Administrative Leave and report in to the assigned Department
representative at the directed times. Additionally, an employee assigned to
Administrative Leave is required to physically report to any work location as
directed by the Internal Affairs Division Commander or his or her designee.

Employees on Administrative Leave may request the use of holiday time, vacation
time or banked overtime by contacting their assigned Department representative
and obtaining prior approval. Employees assigned to Administrative Leave who
become ill and are unable to fulfill their work duties may use sick time by notifying
their assigned Department representative. Employees assigned to Administrative
Leave are not permitted to engage in collateral employment during their scheduled
hours.

While assigned to Administrative Leave, employees are prohibited from acting in
an official capacity. Employees are prohibited from representing themselves as a
law enforcement officer, and from donning any department uniform or equipment.
Employees who are directed to do so must return department issued equipment,
uniforms, badges and identification to the Department.
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3.9 RELATIONSHIPS BETWEEN EMPLOYEES

Camaraderie among employees is healthy for the employing organization and a
necessary ingredient in a successful, productive and fulfilling occupation.
However, public trust requires that employees avoid a conflict between their
professional responsibilities and their personal relationships with other employees.

Corrected 05/26/04
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3.10 UNLAWFUL HARASSMENT COMPLAINTS

(2.2 Human Relations Personnel Policies & Procedures)

It is the policy of the City of Long Beach to actively promote employment
opportunities to all persons on all matters affecting City employment. The City of
Long Beach reaffirms that no person shall be harassed on the basis of race,
religion, color, national origin, ancestry, physical or mental disability, medical
condition, marital status, age, sex, sexual orientation, or on any other basis
inconsistent with federal or state statutes, the City Charter, or City ordinances,
resolutions, rules, or regulations.

Unlawful Harassment - Harassment that creates a hostile, intimidating, or
offensive work environment, and occurs because of an employee's protected
status (i.e. race, religion, national origin, ancestry, physical or mental disability,
medical condition, marital status, age, sex, or sexual orientation), is unlawful.

Sexual Harassment - Sexual harassment is a form of sex discrimination. It is
conduct of a sexual nature that is unwelcome, not asked for, and not returned.

Sexual harassment may consist of any form or combination of verbal, non-verbal,
visual, or physical conduct. It need not be explicit, nor even specifically directed
at an individual. Such behavior includes, but is not limited to: Sexually offensive
comments, offers, slurs, innuendoes, leering, ogling, posters, cartoons, or
drawings; physical contact such as touching, pinching, or brushing against
another's body; or demands for sexual favors.

Unwelcome sexual conduct which is sufficiently severe and pervasive as to create
a hostile, intimidating, or offensive work environment, or when an employment
decision is based on whether an employee submitted or refused to submit to some
form of sexual conduct, is considered harassment.

The following are three criteria that shall be utilized as guidelines for determining
whether or not certain conduct constitutes unlawful sexual harassment:

1 Submission to the conduct is made either as an explicit or implicit condition of
employment; or,

1 Submission to or rejection of such conduct is the basis for employment
decisions affecting an individual, such as, continued employment or decisions
affecting pay, benefits, and/or advancement opportunities, or other terms and
conditions of employment; or,

1 Such conduct has the purpose or effect of substantially interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment

Retaliation - Retaliation against an individual for having initiated a complaint of
harassment or discrimination is considered unlawful harassment. To discipline,
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transfer, shun, or deny a promotional opportunity, training, or assignment to an
employee, after he/she has filed a complaint, may be viewed as retaliation.

3.10.1 COMPLAINT RESOLUTION PROCESS

The following procedures are intended to facilitate the timely resolution of
complaints of unlawful harassment. They are designed to administratively resolve
complaints in a timely manner, ensure that appropriate action is taken, and
minimize the financial impact upon both the complainant and the City.

A City employee, job applicant, or third party, such as a member of the public, has
several administrative processes available to him/her for resolution of a complaint.
An individual may present a complaint either to an appropriate
supervisor/manager, a designee, or the City's Equal Employment Opportunity
Office.

Each Department head designates an Equal Opportunity Counselor who acts as
liaison between management and the Department's employees. The
Administrator of the Personnel Division is the Police Department's Counselor. The
counselor serves as the Department's primary contact person on equal
employment opportunity issues, and assists employees in the resolution of
problems and concerns related to equal employment opportunity matters.

Upon request, employees shall be permitted to use scheduled work hours in order
to meet with their Equal Opportunity Counselor, appropriate supervisor/manager,
or the City's Equal Employment Opportunity Office. No employee shall fear
reprisal or retaliation because of reporting an alleged act of harassment.

It is important that complainants be apprised of their rights to file a complaint with
an external regulatory agency. They should, however, be encouraged to first
utilize the City's internal procedure to seek resolution.

3.10.2 PROCEDURES

Any employee, who believes he/she has experienced any type of unlawful
harassment, should immediately notify the appropriate supervisor/manager,
Department Equal Employment Counselor, or the City's Equal Employment
Opportunity Office.

Departmental Investigation

1 Upon being made aware that an issue exists regarding harassment, the
Department shall immediately contact the City's Equal Employment
Opportunity Office for direction, prior to proceeding with any investigation, and
before taking ANY action. This will help verify that the policy is being correctly
interpreted and the procedures are properly followed. It will also provide
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uniformity in the City's response to allegations regarding unlawful harassment
and ensure that immediate and appropriate action is taken

In the event a complaint is filed with the Equal Employment Opportunity
Commission (EEOC) or the Department of Fair Employment and Housing
(DFEH), by following this procedure, the Equal Employment Opportunity Office
will be fully informed and in agreement with all prior action taken

With the concurrence of the Equal Employment Opportunity Office, the
Department shall proceed with an investigation

During this entire process, it is critical that, to the extent possible, strict
confidentiality be maintained. Any individual contacted during an investigation
is to be instructed to maintain confidentiality regarding all matters related to the
complaint. All records pertaining to the complaint are strictly confidential and
are to be maintained apart from any personnel file

As part of the investigation, the complainant must advise the Department what
he/she would consider a resolution of the complaint

Upon completion of an investigation and prior to drawing any conclusion, the
Department shall again contact the Equal Employment Opportunity Office. In
cooperation with the Equal Employment Opportunity Office, the course of
action will be determined, including any corrective action, if appropriate

Upon completion of the corrective action, the Department shall notify the
complainant, complete records, then report the action taken to the Equal
Employment Opportunity Office

3.10.3 EQUAL EMPLOYMENT OFFICE INVESTIGATION

The Equal Employment Opportunity Office acts as a neutral third party in a
complaint, and is responsible for investigating, examining the facts, and
determining whether unlawful harassment did occur. The role of the Equal
Employment Opportunity Office is not to serve as an advocate of either the City or
the complainant, but to determine the truth of the matter and protect the City
against needless liability.

il
1

An employee or job applicant always has the option of filing a complaint directly
with the City's Equal Employment Opportunity Office

An employee shall be allowed to use scheduled work hours for meeting with
the Equal Employment Opportunity Officer/designee

The Equal Employment Opportunity Office shall contact and advise the
Department head that an employee/applicant has filed an unlawful harassment
complaint. Then, following discussion with the Department, the Equal
Employment Opportunity Office will decide whether the Department or the
Equal Employment Opportunity Office will proceed with an investigation. The
Department head will be notified of the course of action
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T

In order to seek resolution, any person(s) having knowledge of the incident(s)
may be contacted directly by the Equal Employment Opportunity
Office/designee. When this occurs, and when it is appropriate, the Equal
Employment Opportunity Office will notify the appropriate Department Manager
of the contact and the information received from the employee(s)

Because an investigation may ultimately be conducted by an outside regulatory
agency, it is imperative that the Equal Employment Opportunity Office receive
all comments uncensored and as stated by the employee(s). Under no
circumstances will information be altered or withheld. This could impede the
City's ability to properly respond to the charges and ultimately result in
additional liability to the City.

Upon completion of the investigation, the Equal Employment Opportunity Office
shall contact and advise the Department of the results and the appropriate
corrective action that will be recommended to the City Manager/designee
Following the completion of any corrective action, the Department is to advise
the Equal Employment Opportunity Office of the action taken. The Equal
Employment Opportunity Office shall then inform the complainant of the
resolution and closure of the complaint. The complainant shall also be advised
of his/her right to file a complaint with an external regulatory agency

Outside Regulatory Agencies

An individual may elect to file a complaint with an outside regulatory agency. The
state agency is the Department of Fair Employment and Housing (DFEH) and the
federal agency is the Equal Employment Opportunity Commission (EEOC).

T

The City's Equal Employment Opportunity Office is responsible for handling
and responding to all complaints filed with outside regulatory agencies. Should
the Department receive a complaint, it is to be immediately forwarded to the
Equal Employment Opportunity Office

Once a complaint is received from an outside agency, communication with the
individual/ complainant ceases and all further communication takes place
between the Equal Employment Opportunity Office and the regulatory agency.
It then becomes the responsibility of the Equal Employment Opportunity Office,
on behalf of the City, to prepare a response to the complaint

Upon receipt of a complaint, the Equal Employment Opportunity Office shall
provide the Department head with a copy of the complaint. The Department
then assigns an individual to respond to the allegations contained in the
complaint, provides any additional information that might assist in preparing the
City's response, and returns it to the Equal Employment Opportunity Office
within the time specified

Upon receipt of the Department's response, the Equal Employment Opportunity
Office prepares the City's response to the regulatory agency. As with internal
investigations, this often requires that individuals, who may be able to provide
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additional information or clarification, will be contacted directly, following
notification of appropriate Department management

1 Once the City's response is completed, it is forwarded to the City Attorney's
Office for review. When concurrence is obtained, the response is forwarded to
the appropriate agency and a copy of the City's response is forwarded to the
Department

1 Prior to the resolution of a complaint, agencies often contact the Equal
Employment Opportunity Office and request additional information and/or
meetings with specific individuals. This will be coordinated through the Equal
Employment Opportunity Office. There should not be any contact between the
Department and an agency, without the prior knowledge of the Equal
Employment Opportunity Office and the approval of the City Attorney's Office

Should an agency, attorney, or union representing a complainant contact the
Department or individual, they are to be referred to the Equal Employment
Opportunity Office.
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3.11 WORKPLACE THREATS AND VIOLENCE (Also see 3.6)

The City of Long Beach is committed to providing a safe work environment that is
free of violence or the threat of violence. Threats, threatening behavior, or acts of
violence against employees, visitors, or other individuals by anyone on City
property will not be tolerated. Violations of this policy by City employees will lead
to disciplinary action, up to and including termination, and may include arrest and
prosecution. Violations by non-City employees may result in arrest and
prosecution as well.

This policy is applicable to all City departments and offices reporting to the City
Manager, and to all City locations under the City Manager's authority. It is further
requested that elective offices and other City departments comply with the
provisions of the policy.

Responsibility

The City has formed a Threat Management Team to implement this policy and
monitor issues dealing with workplace threats and violence. This team is
responsible for implementing this policy, managing violence prevention programs,
and crisis intervention. The Police Department's management representative to
the Threat Management Team is the Personnel Administrator.

All Department managers, supervisors and employees are responsible for
reporting threats or incidents of violence to their management representative.

Definitions of Threats and Violent Behavior

1 The actual or implied threat of harm to an individual, group of individuals, or
relatives of those individuals. These threats may be made in person, over the
telephone, through the mails, or by electronic communication

1 The possession, on City property, of weapons of any kind, unless specifically
authorized by the Police Department or appointing authority, or the brandishing
of any object that could reasonably be construed as a weapon

91 Loud, disruptive or angry behavior or language that is clearly not part of the

typical work environment

Blatant or intentional disregard for the safety or wellbeing of others

Willful destruction of City or personal property

Commission of a violent felony or misdemeanor on City property

Any other act that a reasonable person would perceive as constituting a threat

of violence
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Procedures

Emergency Incidents i Any employee who is subjected to, witnesses, or has
knowledge of actions that pose immediate danger to themselves or others must
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report these acts to appropriate authorities at once. When the incident constitutes
an emergency, the employee should immediately notify a supervisor and/ or the
Watch Commander.

The primary objective in dealing with an incident in-progress is to stabilize the
situation, de-escalate the potential for violence, and ensure that there is no harm
to person or property. Once the emergency has passed, the designated
management representative shall be responsible for conducting a thorough
investigation of the incident, and reporting findings to the department head and the
City Safety Officer, using the Threat Incident Report as a guide.

Non-emergency Incidents T When an employee becomes aware of a potential
violation of the policy which does pose an immediate threat of violence, he/she is
responsible for notifying their immediate supervisor and the designated
management representative.

No employee who, acting in good faith, initiates a complaint or reports an incident
under this policy will be subject to retaliation or harassment. Any employee
reported to be in violation of this policy will be entitled to due process.
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3.12 ORDERS - MANNER OF ISSUING
Revised May 2, 2013
The Office of the Chief of Police will have audit responsibility.

Orders from supervisors to subordinates shall be in clear and understandable
language, civil in tone, and shall be used only in regard to Department business.
Orders may be written or oral and in the form of a directive or instruction.

3.12.1 ORDERS 1T CRITICISM OF
Revised May 2, 2013

Employees shall not publicly criticize orders from supervisors.

3.12.2 ORDERS - UNLAWFUL
Revised May 2, 2013

No command or supervisory officer shall knowingly issue an order that is in
violation of a law, ordinance or Department policy.

3.12.2.1 OBEDIENCE TO UNLAWFUL ORDERS
Revised May 2, 2013

Employees issued orders that they feel are unjust or contrary to policies and
regulations must first obey the order to the best of their ability except when ordinary
and prudent knowledge would indicate that the order would be detrimental to the
Department, the City, or physical well-being of an employee or a private citizen.

3.12.3 ORDERS 1T CONFLICT OF
Revised May 2, 2013

In the event of a conflict of orders, employees shall respectfully call such conflict
to the attention of the supervisor giving the last order. Should the latter not change
his/her order, the order shall be obeyed. The employee shall not be held
responsible for disobedience of any former order or for any violation of the rules in
obeying the last order given.

3.124 ORDERS, FAILURE TO OBEY - INSUBORDINATION
Revised May 2, 2013

Failure or deliberate refusal of any employee to obey a lawful order given by a
supervisor shall be considered insubordination. Ridiculing a supervisor or the
orders given by a supervisor, in or out of their presence is also considered
insubordination. Employees in doubt as to the nature of their assignment shall seek
clarification from their supervisor by going through the chain of command.

Employees assigned to the Internal Affairs Division and investigating potential acts
of misconduct shall be considered to be acting at the direction of the Chief of
Police. Employees shall follow orders given by employees assigned to the Internal
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Affairs Division as if the orders were given by the Chief of Police. Failure to do so
shall be deemed insubordination.
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3.13 DUTY RESPONSIBILITIES

Employees of the Department are always subject to duty. Employees shall, at all
times, respond to the lawful orders of superior officers and other proper authorities.
Appropriate police action must be taken whenever required. Employees assigned
to special duties are not relieved from taking proper action outside the scope of
their specialized assignment when necessary.
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3.14 LOYALTY

Loyalty to the Department and to associates is an important factor in Departmental
morale and efficiency. Employees shall maintain loyalty to the Department and
their associates consistent with the law and personal ethics.
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3.15 ASSISTANCE IN THE FACE OF DANGER

Officers are required to take appropriate police action toward aiding fellow police
officers exposed to danger or in situations where danger may be impending.
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3.16 ASSISTING CRIMINALS

Employees shall not communicate directly or indirectly information that may assist
persons guilty of criminal or quasi-criminal acts in avoiding arrest or punishment.
Employees shall not use information systems for the purpose of assisting persons
accused of crimes without legal justification.
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3.17 PERSONAL PREFERMENT

Employees shall not, unless within the scope of their assignment, seek the
influence or intervention of individuals outside the Department for purposes of
personal preferment, advantage, transfer or advancement.

Private Gain

Employees shall not participate in activities that involve the use, for private gain or
advantage, of the Department's time, facilities, equipment or supplies; nor shall
employees in any way use the badge, uniform, prestige or influence of the
Department for private gain or advantage.
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3.18 AVAILABILITY ON-DUTY

E mp | o yoa-duty shall not conceal themselves except as required in a specific
police function. Employees shall be immediately available to the public during duty
hours.
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3.19 CALLS FOR SERVICE

While on-duty, employees of the Department shall respond without unnecessary
delay to all calls for police assistance from citizens or other police employees.
Emergency calls shall take precedence; however, all calls shall be answered as
soon as possible consistent with normal safety precautions and California vehicle
laws. Failure to respond to a call for police assistance promptly, without
justification, is considered misconduct. Except under the most extraordinary
circumstances or when otherwise directed by competent authority, employees
shall not fail to answer any telephone or radio call directed to them.
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3.20 CARING FOR NEEDY PERSONS

Employees shall always be alert to assist lost, helpless, injured or ill individuals.
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3.21 IDENTIFICATION AS POLICE OFFICER/SECURITY OFFICER

Officers shall identify themselves by displaying the official badge and/or
identification card, if requested to do so, before taking action except when
impractical, not feasible, or where the identity is obvious.
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3.22 GENERAL UNIFORM REQUIREMENTS

See Special Order BULLET RESISTANT VESTS issued April 28, 2017.

All police employees of the Department, except non-uniformed civilian employees,
shall maintain a regulation uniform in good order. Officers in uniform shall wear
badge and nameplate identification at all times.

All articles of uniform shall conform to the Long Beach Police Department Uniform
and Equipment Specifications Manual. Civilian clothing will not be worn with any
distinguishable part of the uniform. Employees shall not wear the uniform off-duty
without the permission of a commanding officer, with the exception of traveling to
and from work.

Wearing the Uniform

Uniforms shall be kept neat, clean and well pressed at all times; leather and shoes
polished, badges and metal shined.

3.22.1 Minimum On-Duty Uniform/Equipment Requirements
The C Oiffieefhds Audit Responsibility
Effective date: April 16, 2007

Patrol Officer

Uniform i Badge T Nametag

Body Armor/Protective Vest (in the event of a medical condition that temporarily
precludes an officer from wearing a vest, exceptions will be made on a case by
case basis)

Sam Browne

Lethal Weapon

Impact Weapon

Taser if issued

Flashlight

Handcuffs

1
1

= =4 -8 -8 -8 -9

Field Detective

Uniform i Approved for the specific assignment worked i Badge i Nametag
Body Armor/Protective Vest

Sam Browne/Utility/Tactical belt

Lethal Weapon

Impact Weapon

Taser if issued

Flashlight

Handcuffs

= =4 =4 -8 -4 _95_48_°
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Investigative Detective

Suit and tie or approved soft uniform and

Badge or Department ID

Lethal Weapon (when away from desk and outside Public Safety Building)
Handcuffs

Undercover officers are not required to comply

= =4 =4 -8 A
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3.23 CLOTHING, APPEARANCE AND GROOMING

Revised February 7, 2019
The Office of the Chief of Police has audit responsibility.

3.23.1 DEFINITIONS
Revised February 7, 2019

1) Tattoo i The act or practice of marking the skin with indelible designs, forms,
figures, art, etc., by making punctures in the skin and inserting pigment.
Tattoo also includes the act or practice of marking the skin with non-
permanent ink, designs, forms, figures, art, etc. (e.g., airbrush, henna,
temporary tattoo, etc.).

2) Scarification i The act of intentional cutting of the skin for the purpose of
creating a design, form, figure, or art.

3) Branding i The act of intentional burning of the skin for the purpose of
creating a design, form, figure, or art.

4) Piercing 7 The act of creating a hole in any part of the body for the purpose
of inserting an object, jewelry, or ornamentation.

3.23.2 FINAL AUTHORITY AND POLICY EXCEPTIONS
Revised February 7, 2019

The final authority for interpretation and compliance with all provisions contained
within LBPD Manual § 3.23 regarding clothing, appearance, tattoos, body piercing
and grooming will rest with the Office of the Chief of Police, or appointed designee.

Sworn personnel in undercover assignments may deviate from the established
clothing, grooming, and appearance standards otherwise mandated by this policy
with the approval of their division commander, or designee.

Pregnant women or employees with medical restrictions, as documented by a
medical professional, may deviate from the dress code with the approval of their
division commander, administrator, or designee.

3.23.2.1 GROOMING AND APPEARANCE STANDARD
Revised February 7, 2019

The following grooming standards apply to all Department personnel:

1) Employees will present a neat and clean appearance,

2) Hair will be neat, clean, and trimmed,;

3) Hair coloring is permitted in natural hair colors only;

4) Any employee required to use respirators shall not have facial hair that
interferes with the proper functioning of the respirator;

5) Makeup may be worn in moderation and shall be consistent with a
professional and businesslike appearance.

Determination of hairstyle within the following criteria is an individual decision. The
following grooming standards apply to all sworn and uniformed civilian personnel:
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1) Head hair shall be neat and clean, and shall not interfere with the proper
wearing of the uniform, hat, or use of protective equipment (i.e., mobile field
force helmet, gas mask, or Class A cover, etc.).
2) Head hair shall not be worn, or arranged in a way that would be advantageous
for a suspect to grab and constitute a safety hazard for the employee.
3) Wigs or hairpieces may be worn. The wig or hairpiece shall conform to the
Department s general hair standards
4) Sunglasses shall be conservative in style, and professional in appearance.
5) Male employees
a. Head hair shall be neatly trimmed and may be worn full at the sides and
back, but shall not extend over the shirt collar of the uniform.

b. Sideburns shall not extend below the bottom of the earlobe, will be of
even width, not flared, and will end with a clean-shaven horizontal line.

c. Mustaches shall not extend below the natural smile line.

d. Beards shall be permitted only for non-uniformed civilian personnel, or
for a bonafide medical condition.

6) Female employees

a. Hair may be worn full at the sides and back, but shall not extend over
the shirt collar of the uniform;
i.  While dressed in civilian attire, hair may extend over the collar of

civilian clothing, as long as it presents a well-groomed appearance.
b. Womends hair clwahbdeinodutradcelorsonlye s s

3.23.3 BODY PIERCING OR ALTERATION
Revised February 7, 2019

Males are not permitted to wear any visible piercings. Females with pierced ears
are permitted to wear one (1) small stud-type earring per earlobe. With the
exception of the earlobe for female employees, body piercing shall not be visible
while an employee is on duty or representing the Department in any official
capacity.

Alteration to any visible area of the body, while in any authorized uniform or attire
that is a deviation from normal anatomical features, and is not the result of an
accident, a medical condition or medically required, is prohibited. Such body
alterations include, but are not limited to:

1) Tongue piercing or splitting; or,

2) Abnormal shaping of the ears, eyes, nose or teeth.

3.234 TATTOOS, BRANDS, SCARIFICATIONS
Revised February 7, 2019

All Department personnel, while on-duty, shall not display any tattoo, brand, or
scarification. Visible tattoos on the neck, face, head, tongue, lips, scalp, or hands
are not authorized. A single-band tattooed ring, on one finger, on one hand, is
authorized and does not require covering.
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The display of any tattoo, scarification or brand considered offensive, regardless

of its location, by any member of the Department, while in any Department facility,

is not permitted and shall be covered with a Department approved uniform or

authorized cover at all times. Examples of offensive tattoos, scarifications, or

brands prohibited by this policy include, but are not limited to, the following:

1) Those that exhibit or advocate discrimination against gender, race, religion,
ethnicity, or national origin;

2) Those that exhibit gang, supremacist, or extremist group affiliation; or

3) Those that exhibit or depict drug use, sexually explicit acts, or other obscene
material.

3.23.4.1 TATTOOS, BRANDS, SCARIFICATIONS 1 AUTHORIZED

COVERS
Revised February 7, 2019

Employees shall cover all tattoos, brands, and scarifications by wearing an
authorized long-sleeved uniform shirt or appropriate business attire. The following
additional coverings are approved:

1) Employees with visible tattoos, brands or scarifications that extend below the
elbow may wear a compression sleeve in black for sworn officers, tan for
special service officers, or in a color similar to the specific uniform shirt worn.

2) If an employee has tattoos, brands or scarifications covering a three-inch
square area or less, that is visible on the arm or leg; the employee may opt
to cover the area with one adhesive patch, of a color as close to the
empl oyeebs skin col or as ne gathpmaanbor
leg is authorized and may not exceed three-inches by three-inches in size.

3.23.4.2 TATTOOS, BRANDS, SCARIFICATIONS i EXCEPTIONS
Revised February 7, 2019

Employees hired prior to January 4, 2007, shall be exempt from the restriction in

LBPD Manual 8§ 3.23.4 TATTOOS, BRANDS, SCARIFICATIONS on tattoos,

scarifications, or brands already in existence as of July 5, 2007. Any member of

the Department who, after July 5, 2007, obtained a visible tattoo, scarification, or

brand shall:

1) Lose their previously held grandfather exemption; and,

2) Cover all visible tattoos, scarifications, or brands with a Department approved
cover; or,

3) Remove the tattoo, scarification, or brand at their own expense.

3.23.5 CLOTHING STANDARD
Revised February 7, 2019
3.235.1 CLOTHING STANDARD T NON-UNIFORMED SWORN
PERSONNEL

Revised February 7, 2019
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Male employees, who are not working undercover assignments and who are
permitted to wear civilian clothes on duty, shall wear either a business suit or sports
coat and trousers, with a dress shirt and tie, or a Department approved uniform for
that assignment. Cargo pants, sweatpants, athletic shoes, or sandals shall not be
worn. All shoes shall be secured at the heel of the foot or have a support strap.

Female employees, who are not working undercover assignments and who are
permitted to wear civilian clothing, shall conform to the standards normally worn
by office personnel in the private business sector, or a Department approved
uniform for that assignment. Cargo pants, sweatpants, shorts, t-shirts, bare
midriffs, blouses, and shirts that are see-through or have revealing necklines,
athletic shoes, or beach-type sandals shall not be worn. All shoes shall secure at
the heel of the foot or have a support strap.

3.23.5.2 CLOTHING STANDARD 7  NON-UNIFORMED CIVILIAN

PERSONNEL
Revised February 7, 2019

Civilian employees shall conform to the standards normally worn by office
personnel in the private business sector unless otherwise directed by the division
commander, administrator, or designee. Cargo pants, sweatpants, jeans, shorts,
t-shirts, tank tops, bare midriffs, blouses, and shirts that are see-through or have
revealing necklines, athletic shoes or beach type sandals shall not be worn.

3.23.5.3 CLOTHING STANDARD i MANNER OF DRESS IN COURT
Revised February 7, 2019

Appearance in court is a duty assignment; when appearing in court, employees

mu st wear a Department approved wuni form,
assignment, or a coat, with a dress shirt and tie for male employees and business

attire for female employees. Employees must not appear in undercover attire

unless so directed by the District Attorney or City Prosecutor. Weapons shall not

be displayed unless the uniform is worn.

3.23.54 CLOTHING STANDARD i MANNER OF DRESS AT TRAINING
Revised February 7, 2019

Attendance at training is a duty assignment; employees are required to comply

with the stated dress code appropriate to the specific training. If not specified,

employees shall dress in a manner that presents a professional image. The

following shall not be worn while attending training:

1) Tank tops,

2) T-shirts with inappropriate logos or images,

3) Shorts,

4) Sandals or bare feet, or

5) Any attire deemed inappropriate by the division commander, administrator,
or designee.
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Personnel who report to training inappropriately attired or groomed will be ordered
to leave and make a suitable change. Any time incurred as absent from training
for this purpose will not be reflected as scheduled hours on the Employee Time
Record.

3.23.6 REQUEST FOR MEDICAL OR RELIGIOUS EXEMPTION
Revised February 7, 2019

To request a medical or religious exemption from this policy, an employee shall
contact the Personnel Administrator to schedule a meeting to discuss the need for
an exemption.

The Personnel Administrator will review the issues, and possible accommodations.
A recommendation will be provided to the Chief of Police, or his/her designee, for
final approval.
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3.24 INTOXICANTS - DEPARTMENT PREMISES

(Also see Definitions "Under the Influence")

Employees shall not bring into or keep intoxicating liguor on Department
premises except:

1 When necessary in the performance of a police task
1 Packaged goods for temporary storage in locker space when the seals are
unbroken

Liquor brought into Department premises in the furtherance of a police task shall
be properly identified and stored according to current policy.
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3.25 ALCOHOL AND DRUG USE
(Also see 3.5)

The Department has a zero tolerance for illegal drug use, or any other substance
that would interfere with the employee's safe and effective job performance.
Employees shall not ingest illegal drugs. The possession of illegal drugs by
employees shall be limited to legitimate and previously sanctioned police
purposes.

Employees shall not be intoxicated while on-duty.

In accordance with the Department of Human Resources, Personnel Policies &
Procedures, Alcohol and Drug Use, Number 1.10:

1 Employees shall not consume alcohol, be under the influence of alcohol, or
possess an open container of alcohol, or unlawfully manufacture, distribute,
dispense, possess, or use illegal drugs while at City work locations or
elsewhere during work hours, during meal and rest periods, while in or
operating City vehicles or equipment, while wearing clothing that identifies the
individual as a City employee, while foreseeably subject to being called to duty,
or at any time that would foreseeably interfere with the employee's safe and
effective job performance. Exceptions pertaining to alcohol may be allowed
while performing an approved police task.

1 Employees may be required to take a drug and/or alcohol test if there is a
reasonable suspicion of violation of this policy.

Definitions

1 Foreseeably Subject to Being Called to Duty - When an employee has been
placed on standby status, or placed on call to appear in court, or given notice
to return to work the same day

1 Foreseeably Interfere - When any reasonable person should have known that
using a drug, medication, alcohol, or any other substance could cause
drowsiness, potentially hazardous side effects, or have mind or mood altering
properties that could interfere with the employee's safe and effective job
performance or operation of City vehicles or equipment

1 lllegal Drug - Any controlled substance, drug, narcotic or immediate precursor
specified or referenced in any provision of the California Uniform Controlled
Substance Act (Division 10 of the Health and Safety Code) which may subject
an individual to criminal penalties, or a legal drug that has not been legally
obtained or is being used by an individual for whom it was not prescribed, or is
not being used in a manner, combination, or quantity for which it was
manufactured, prescribed, or intended

1 Reasonable Suspicion - A suspicion based on objective facts and reasonable
inference drawn from those facts, that an employee is under the influence of
drugs and/or alcohol so that the employee's ability to perform the functions of
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the job is impaired or so that the employee's ability to safely perform his/her job
is reduced

1 Workplace - At City work locations or other assigned locations during work
hours, or while in or operating City vehicles or equipment
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3.26 LOITERING

On-Duty

Officers on-duty or in uniform shall not enter taverns, theaters or other public
places except to perform a police task. Loitering and unnecessary conversation in
such locations is forbidden.

Off-Duty
Employees off-duty and not on official standby shall not loiter in Department areas
other than those normally designated for use as recreation areas.
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3.27 GIFTS, GRATUITIES & REWARDS
Soliciting

Employees shall not under any circumstance solicit any gift, gratuity, loan, or fee
where there is a direct or indirect connection between the solicitation and their
Departmental employment.

Acceptance

Employees shall not accept either directly or indirectly any gift, gratuity, loan, fee
or any other thing of value arising from or offered because of Police employment
or any activity connected with their employment. Employees shall not accept any
gift, gratuity, loan, fee or other thing of value, the acceptance of which might tend
to influence directly or indirectly the actions of said employee or any other
employee in any matter of Police business; or which might tend to cast an adverse
reflection on the Department or its employees. No employee of the Department
shall receive any gift or gratuity from other employees junior in rank without the
express permission of the Chief of Police.

Disposition

Any unauthorized gift, gratuity, loan, fee, reward or other thing of value falling into
any of these categories and coming into the possession of any employee shall be
forwarded to the office of the Chief of Police with a written report detailing the
circumstances.

Free Admissions & Passes

Employees shall not solicit or accept free admission to theaters or other places of
amusement for themselves or others, except in the line of duty.

Other Transactions

Employees are prohibited from buying or selling anything of value from or to any
complainant, suspect, witness, defendant, prisoner or other person involved in any
case which has come to their attention or which has arisen out of their
Departmental employment, except as may be specifically authorized by the Chief
of Police.
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3.28 PHYSICAL FITNESS FOR DUTY
Revised May 20, 2004

All sworn employees of the Department shall maintain good physical condition so
they can handle the strenuous physical contacts often required of a law
enforcement officer.
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3.29 SMOKING AND SMOKELESS TOBACCO
Revised July 11, 2013
The Office of the Chief of Police has audit responsibility.

DEFINITIONS

Smoking is defined as the combustion of any cigar, cigarette, pipe, or other similar
article, using any form of tobacco or other combustible substance, whether through
inhalation or taste.

Smokeless Tobacco refers to tobacco products that are used orally, but are not
burned or smoked. These products include, but are not limited to, snuff and
chewing tobacco. Smokeless tobacco is unhygienic and raises health concerns
caused by the expectoration of saliva mixed with tobacco onto the ground or into
Aspit cups. O

POLICY

Employees shall not smoke or use smokeless tobacco on-duty, while in direct
contact with the public, or in any City owned or operated facility or vehicle.

Employees who smoke or use smokeless tobacco products shall dispose of related
waste products in a lawful, healthy, clean and safe manner.
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3.30 MEMBERSHIP IN ORGANIZATIONS

Except for the Armed Forces Reserve components enumerated in the California
Veterans Code, employees shall not affiliate themselves with any organization or
group, the constitution or bylaws of which in any way exacts prior consideration or
which would prevent its members from rendering proper and efficient service to
the Department.

1 Trade Unions - Employees shall not affiliate themselves with a labor union,
trade association or federation which would in any way exact an allegiance
which would conflict with the loyalty owed to the Department or City or would
prevent them from performing their full and complete police duties

1 Subversive Organizations - Employees shall not knowingly become a
member of or be connected with any subversive organization, except when
necessary in the performance of a police duty and then only under the direction
of the Chief of Police
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3.31 PROFESSIONAL JOURNAL PUBLICATION POLICY

It is the policy of this Department to encourage employees to share their
professional knowledge and experiences by publishing articles in professional
journals.

Written material proposed for publication in professional journals may be submitted
to the Office of the Chief of Police for assistance in language usage, accuracy of
facts and possible legal ramifications. The author may have the article reviewed
by qualified individuals in or out of the Department. The Office of the Chief of
Police shall make all reasonable attempts to arrange for a review, and to maintain
the anonymity of all parties concerned. If the article contains material which falls
within any of the restrictions, the author will be apprised and have the opportunity
to make appropriate corrections.

The Office of the Chief of Police shall offer the author assistance in achieving
publication but cannot guarantee the acceptance of any article that has not
previously been contracted for by a journal.

It is not required to submit written material for review. However, in maintaining the
Department's obligation to the community and in order to preserve the
Department's efficiency and integrity, employees may not publish material or make
such material available to unauthorized individuals which:

1 Impairs, in any manner, the efficiency of the Department or the administration
of the Department

1 Breaches the right of privacy of either private citizens or employees of the
Department

1 Impairs or impedes pending Department investigations

1 Violates any official rule, regulation, or policy of the Department

The only exception shall be articles that are an assignment made by the
Department and intended for Department use. All such articles must be submitted
first to the Chief of Police for authorization to publish.

Publicity

Employees shall not seek personal publicity by any means other than through
publication in professional journals.
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3.32 TESTIFYING
Process Service - Departmental Responsibilities

In its capacity as employer, the Police Department is the legal agency of last resort
in the serving of civil or criminal processes on employees. Therefore, if all
reasonable attempts on the part of the process server have failed, the process may
legally be served on the Administrator of the Personnel Division, who then must
serve the named employee.

Civil Depositions & Affidavits

Employees shall consult with the City Attorney, before giving a deposition or
affidavit on a civil case arising out of police business.

Civil Cases

Employees shall not serve processes or assist in civil cases, except as legally
required, particularly those where they may be personally involved. Employees
shall avoid entering into civil disputes, particularly while performing their police
duties, but shall prevent or abate a breach of the peace or crime in such situations.

3.32.1 TESTIFYING FOR THE DEFENSE

An employee subpoenaed to testify for the defense in any trial or hearing, or
against the City or Department in any trial or hearing, shall notify his/her Bureau
Chief and Court Affairs upon receipt of the subpoena. The employee shall also
notify the District Attorney, City Prosecutor, or City Attorney's Office, whichever is
appropriate.
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3.33 COMMERCIAL TESTIMONIALS

Employees shall not permit use of their names or photographs to endorse products
or services that are in any way connected with law enforcement without prior
authorization by the Chief of Police. Employees shall not allow use of their names
or photographs in any commercial testimonial that alludes to their position or
employment with the Department without prior approval by the Chief of Police.
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3.34 CORRESPONDENCE RESTRICTIONS

Employees shall not use Departmental letterhead or stationery for private
purposes or for sending correspondence out of the Department over their
signatures with the exception of official Departmental business and with the
permission of the Chief of Police.

Department correspondence to the City Manager and City Council members shall
be sent only over the signature of the Chief of Police or Acting Chief of Police.
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3.35 CITY COUNCIL - EMPLOYEE ON-DUTY APPEARANCE

An on-duty employee who desires to appear at a City Council meeting, sub-
committee and/or hearing shall request permission by memorandum to the Chief
of Police. The memorandum shall contain the employee's name, rank/job
classification, current assignment and a brief description of their reason for
appearance.

The memorandum shall be forwarded to and received in the Office of the Chief of
Police 24 hours prior to the requested appearance. After a determination by the
Chief of Police, the employee shall be notified that the request has been approved
or denied.

An on-duty employee shall NOT appear at a City Council meeting, sub-committee
and/or hearing without prior approval of the Chief of Police except in an emergency
response.
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3.36 TELEPHONES

Department telephone equipment shall be used for conducting City and police
related business. The use of Department telephone equipment for personal use
shall be limited to essential communications and used in moderation.
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3.37 DEPARTMENTAL BUSINESS - SECURITY OF

Employees shall not release police information outside the Department or assist
any relative, friend, or acquaintance to obtain unauthorized information, except as
provided in this Manual or as required by law or competent authority. Specifically,
information contained in police records ordinarily accessible only to employees,
and names of informants, complainants, witnesses and other persons known to
the police, are considered confidential.
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3.38 FILING OF REPORTS
Employees are required to file the following reports prior to end of Watch:

1 Arrest Reports and related Incident Reports
1 Incident Reports with named suspects

Other reports may be carried over until the next scheduled work shift with the
permission of a supervisor.
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3.39 DEPARTMENT PROPERTY - RESPONSIBILITY FOR

Employees are responsible for the proper care of Department property and
equipment assigned to them or under their control. Damaged or lost property may
subject the responsible individual to reimbursement charges and appropriate
disciplinary action if the damage or loss is due to negligence.
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3.40 CHAIN OF COMMAND

The chain of command shall be respected in all matters. Information and
communications shall move up and down through channels, or horizontally with
prior approval. It shall be the responsibility of each level to forward information
and communications to the next higher or lower level together with approval,
disapproval, recommendation or action taken.

3.40.1 FORWARDING  OF COMMUNICATIONS TO  HIGHER
COMMANDS

Any employee receiving a written communication for transmission to a higher
command shall in every case forward such communication. An employee
receiving a communication from a subordinate directed to a higher command shall
endorse it indicating approval, disapproval, or acknowledgement.
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3.41 RELIEF FROM ASSIGNMENT

Employees are to remain at their assignment and on-duty until properly relieved
by another employee or until dismissed by proper authority.
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3.42 ORAL BOARDS - APPEARANCE ON

An employee receiving a request to participate on any type of personnel or oral
interview board shall instruct the requesting party to forward a written request to
the Office of the Chief of Police. The Personnel Division shall process such
request, where a permanent record will be maintained, and necessary notifications
will be made to the Long Beach Civil Service and City Human Resources Director.

The Administrator of the Personnel Division with the approval of the Chief of Police
will assign employees in response to such requests.
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3.43 EMPLOYMENT - COLLATERAL

An employee may engage in collateral employment or business activity with the
approval of the employee's department head and the appointing authority.

Procedure

)l
)l

Permanent full time or part time employees must request approval to engage
in collateral employment or business activity

An approved "Collateral Employment/Business Activity Authorization Request”
form is required prior to engaging in any collateral employment or business
activity. A memorandum describing the nature of the collateral employment or
business activity, and the duties, acts, and functions to be performed shall be
attached to the request

Each collateral employment or business activity requires a separate form. The
total hours to be worked for all requests by an employee must be provided in
the "Hours/Week" section on each separate form

Previously approved collateral employment or business activity requests must
be renewed on later than April 1 each year

Conditions and Limitations

T

= =

An employee shall not engage in any employment, activity, or enterprise for
money or other personal gain which is inconsistent, incompatible, inimical, or
in conflict with the employee's duties and responsibilities of employment with
the City

An employee will not be permitted to accept off duty employment in any
capacity when such employment is by an establishment where the primary
purpose is the selling or serving of alcoholic beverages, unless specifically
authorized by the Chief of Police

The employment shall not exceed 20 hours per week

The employment shall not in any way conflict with the objectives of the
Department, impair the reputation of the Department, or abuse the City's police
power

The police uniform shall not be worn, nor shall police equipment be used,
unless so authorized by the Chief of Police

An employee, who is absent because of an on the job injury or illness, must
obtain written permission from the department head or designee to engage or
to continue in collateral employment or business activity during such an
absence

Issuance of Permit

The decision of the Chief of Police and City Manager to issue or deny a permit to
work outside of the Department is final.
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3.44 BUSINESS CARDS - DEPARTMENT

Personalized business cards shall be issued to employees with the rank of
Lieutenant and above, and to civilian employees in comparable positions. Cards
shall be printed with the individual's name, rank and organization unit.

The Department shall furnish utility business cards for use by employees assigned
to any organizational units authorized by the Chief of Police. The card will contain
spaces for entering the employee’'s name and telephone extension.

The Chief of Police may authorize issuance of personalized business cards to
employees whose duties require continual contact with other law enforcement
agencies, government officials, media, or private vendors, and to any other
member of the Department at his discretion.

Notations shall not be made to any Department business card to confer or suggest
special consideration to the recipient. Employees coming into possession of such
cards shall forward the card to the Office of the Chief of Police with a report
detailing the circumstances under which the card was obtained.

All business cards authorized by the Department shall state on the reverse side (in
small print):

"This card was issued in the course of official Police Department business. No special consideration is
intended or implied. Misuse of this card may result in the violation of Penal Code section 146(d), a
misdemeanor."
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3.45 DEPARTMENT ADDRESS - PRIVATE USE OF

Employees shall not use the Department as a mailing address for private
purposes. However, the Department shall recognize Section 1808.4 of the State
of California Vehicle Code as it relates to the confidentiality of public officers'
addresses.
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3.46 ADDRESS & TELEPHONE NUMBERS 1T EMPLOYEES

Immediately upon reporting for duty at the Police Department, employees shall
record their correct address of residence and telephone number with the Personnel
Office. Should the employee have a second permanent address and telephone
number, they shall provide this information to the Personnel Office as well.
Changes in address or telephone number shall be reported to the Personnel Office
within 24 hours of the change. This shall be done in writing on the appropriate form
and within the specified time whether the employee is working or on leave.
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3.47 NOTIFICATION T CONTACT WITH OTHER AGENCIES

There are certain instances when a Department employee shall be required to
notify the Police Department regarding contact with another law enforcement
agency.

PROCEDURE

A Department employee shall notify the Watch Commander, as soon as possible,
when any of the following conditions exist:

1 When a Department employee is arrested by another law enforcement agency;
this includes being issued a misdemeanor citation and released; or

1 When a Department employee becomes aware that he/she is a subject of any
criminal investigation by any law enforcement agency or government body; or

1 When a Department employee becomes aware that he/she is served with any
restraining order or protective order

WATCH COMMANDER RESPONSIBILITY

The Watch Commander who receives notification regarding a Department
empl oyeebs involvement in any of the
Duty Chief and the commanding officer of the Internal Affairs Division.

INTERNAL AFFAIRS RESPONSIBILITY

At the direction of the commanding officer of the Internal Affairs Division, Internal
Affairs investigators shall conduct a preliminary investigation, and may respond to
the arrest location. Internal Affairs shall also notify the Bureau Chief and
Commander of the involved employee.
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3.48 INTERNET USAGE
See Special Order 1 Social Media (May 17, 2019)

It is the policy of the City of Long Beach as well as the Long Beach Police
Department to make every effort to provide employees with the best technology to
conduct official business. In this regard, the city has installed hardware and
advanced technology systems, which include the Internet. This policy is created
to ensure proper use and advise all employees regarding access to and disclosure
of information created, transmitted, received, and stored via the Internet.

All employees shall comply with the following conditions of Internet usage.

1 All Long Beach Police Department computers and technology systems are
formal communication tools

1 The Internet shall only be used for city related business purposes

1 All Internet usage shall be conducted in a professional and courteous manner

1 All data, including any that is stored or printed as a document, and Internet
usage is subject to audit and review. There is no expectation of personal
privacy. The personal computers and software allowing access to the Internet
are the sole and exclusive property of the City of Long Beach and shall be
monitored

1 Employees are strictly accountable for the Internet E-mail password issued to
them as it provides an audit trail for Internet E-mail activity. This password shall
not be shared with anyone

1 All employees with Internet access shall sign the Long Beach Police
Department Internet Policy Statement for inclusion in their personnel file

Restricted Activities

1 Data that discloses sensitive, personal, confidential or proprietary information
shall not be sent, provided, or accessed without appropriate supervisory
authorization

1 The Internet shall not be used for the following without prior written
authorization from the Chief of Police:

1 Personal or recreational activities

1 Commercial activities

1 Bargaining unit activities

T Political activitiesscapeit si de an empl oyeedod

1 Employees shall not use city technology to transmit, download, forward, store,
or view obscene or pornographic material of any kind unless in the course of
an investigation and then only with supervisory approval. Employees shall
notify their supervisor in the event obscene or pornographic material is
unintentionally accessed or has been received

1 Employees shall not transmit or forward defamatory, unprofessional,
threatening, offensive, or harassing messages of any kind unless in the course
of an investigation and then only with supervisory approval
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1 Employees shall not create or forward chain letter E-mails unless in the course
of an investigation
1 Employees shall not use the Internet for illegal activities

3.49 FAIR AND BIAS-FREE POLICING
Revised March 25, 2021

The Office of the Chief of Police shall review this policy on a three-year review cycle.
Reviewed March 25, 2021

The purpose of this policy is to memoriali ze
commitment to professional, fair and bias-free treatment of all people and to clarify

the circumstances in which personnel may consider specified characteristics when

carrying out duties.

Fair and bias-free policing enhances legitimate law enforcement efforts and
promotes trust within the community.

3.49.1 DEFINITIONS
Revised March 25, 2021

Biased Policing i Discrimination in the performance of law enforcement duties or
delivery of police services, based on personal prejudices or partiality of an
employee toward classes of individuals based on specified characteristics.

Fair and Bias-Free Treatment i Conduct of an employee wherein all people are
treated in the same manner under the same or similar circumstances irrespective
of specified characteristics.

Police Services i Enforcement of the law and other actions and activities that
contribute to the overall well-being of the public.

These include, but are not limited to, welfare checks, death notification, public
assistance to persons who may be lost, confused or affected by mental or physical
illness, traffic control, medical emergencies, lifesaving services, crime prevention,
public information, and community engagement.

Racial Profiling 7 The practice of detaining a subject based on specified
characteristics that casts suspicion on an entire class of people without any
individualized suspicion on the particular person being stopped.

Specified Characteristics T Real or perceived personal characteristics, to include
but not limited to race, ethnic background, national origin, immigration status,
gender, gender identity/expression, sexual orientation, religion, socioeconomic
status, age, disability, or affiliation with any political or non-criminal group
(protected characteristics).
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3.49.2 BIASED POLICING AND RACIAL PROFILING
Revised March 25, 2021

Biased policing and racial profiling are prohibited both in the enforcement of the
law and the delivery of other police services.

Employees who are authorized to take enforcement action must be able to
articulate specific facts, circumstances, and conclusions that support probable
cause or reasonable suspicion for any non-consensual detention and/or search or
seizure, as applicable. The articulable facts may include descriptors such as
gender, age, race or ethnicity if it supports individualized probable cause or
suspicion on that particul ar person.
ability to interview witnesses nor discourage routine conversations or consensual
contacts with the public.

The employees shall inform the subject regarding the reason for the contact if it
will not compromise the safety of employees or other persons or an investigation.
The employee should inform the subject preferably at the point of contact or by the
conclusion of every interaction. This is important to avoid misunderstandings as
to the reason for the contact.

3.49.3 SUPERVISOR RESPONSIBILITIES
Revised March 25, 2021

Supervisors are responsible for ensuring compliance and shall initiate an
investigation of any alleged violation of this order. For further refer to LBPD Manual
8§ 4.1.1.2 Complaint Procedure i Watch Commander/Any Supervisor.

Supervisors shall ensure that employees who report instances of biased policing
are not subject to retaliation. Supervisors shall take prompt and reasonable steps
to address any retaliatory action taken against any member of this Department
who discloses information concerning biased policing.

3.50 EARLY INTERVENTION PROGRAM (EIP)
Revised July 22, 2021
The Office of Constitutional Policing shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

The Early Intervention Program (EIP) is designed to assist supervisors with early
recognition of employees who have been involved in a higher than average
number of performance indicators as compared to other members of the
empl oyees 6 pe er inggthosewemployees wd givet superyisors an

opportunity to conduct a detailed revi

performance trends exist that should be modified and improved.
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The EIP represents the Depart menmipdosits commi t m
employees and hold the entire chain of command accountable for addressing
employee performance and to manage risk to officers.

The EIP also represents the Departmentds gocz¢
in servicing the community and builds public trust.

EIP employs a management strategy that is neither punitive nor disciplinary in
nature. EIP is separate from and does not replace the existing disciplinary
processes as outlined in the Department Manual.

The Depart ment 6 s swarhémnplaypgs,|ParleRangerg and $pecial
Services Officers of the Long Beach Police Department.

All data recorded and related to EIP is considered a confidential personnel record.

3.50.1 EARLY INTERVENTION PROGRAM COMPONENTS
Revised July 22, 2021

The Department will utilize peer-based purview monitoring within EIP which entails
the comparison of one employee to their peers in the same Division, Section or
Detail. This will be achieved through the software application EIPro that is
programmed to highlight certain performance indicators of employee activity that
appear higher in number than the average of their peer group. The supervisor will
be alerted to employees whose activities have been highlighted by EIPro when
they log into the program. These performance indicators are listed below.

EIP will consist of the following components:
1 Performance Indicators

1 Inspection Guidelines

1 Employee Mentoring Process

1 EIP Documentation

3.50.1.1 PERFORMANCE INDICATORS
Revised July 22, 2021

Performance indicators are data that represent the categories of employee
performance activity that will be monitored. These indicators include:

Use of Force

Firearm Discharges

In Custody Deaths

Vehicle Pursuits

Citizen Complaints

Administrative Complaints

Vehicle Accidents

Forced Entries

= =48 -8 _-5_45_°9_°
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§ Civil Litigation
1 EEO complaints

3.50.1.2 EIP INSPECTION GUIDELINES
Revised July 22, 2021

Quarterly Review:

Supervisors will conduct a fNPeeElPREVIEW ysi soOo r
FORM, of their employees and identify those whose performance indicators are

higher than the average of their peer group.

EIPRO utilizes color coding in each performance indicator category to highlight a

higher than average number. Employees who are shaded in either yellow or red

in any specific performance indicator have a higher than average number of

reported incidents in that category. The color coding DOES NOT indicate the

guality of the employeebs performande on any
a visual cue to show the relationship of the number of incidents in relationship to a

given peer average.

Supervisor Review:

Supervisors will conduct a thorough review of any employee whose critical
performance indicators are above the peer averageasi ndi cated by EI Pr oo
coding. The review process should include:
1 Obtain relevant documentation or information regarding the specified
performance indicator.
1 Identify factual circumstances surrounding the initiation, progression, and
conclusion of those incidents.
1 Consider mitigating factors surrounding those incidents.
1 Determine if there are any relevant repeated issues or trends.
1 Consider any additional factors that may be relevant to identified issues that
may potentially impact work performance including:
- An employeeds work history within the Dep
any prior interventions or mentoring plans.
- The outcome of prior incidents that have already gone through separate EIP
reviews and consider whether the employee has followed through with any
training recommendations or is scheduled to do so.

3.50.1.3 EMPLOYEE MENTORING PROCESS
Revised July 22, 2021

After the supervisor performs the above review, he/she will meet with the employee
and inform them of their findings, sharing any concerns that were identified from
the review and offer mentoring, guidance and/or training options.

Prior to the meeting with the employee, the employee's Supervisor shall be
responsible for identifying topics to be reviewed and include specific examples of
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any areas of concern, along with performance expectations and areas in need of
development.

During the meeting with the employee, the supervisor should:

T
)l
)l
)l

Discuss goals and objectives.

Discuss training needs and requirements.

Discuss performance trends and provide guidance.

If necessary, supervisors should identify the activities, support systems, and
resources that are available to assist the employee.

Employees are encouraged to provide input on any identified performance
improvement assistance; however, supervisors are never permitted to ask
guestions related to an empl oyeeods
Supervisors shall be mindful of the provisions of the Public Safety Officers
Procedural Bill of Rights Act (POBR) and shall not question employees on
matters that are potentially pending disciplinary review. The purpose of the
meeting is only to discuss performance related concerns and not allegations of
misconduct.

If an employee only has one incident type outside of the peer group average, the
supervisor may, but is not required to, conduct the employee review process. If the
supervisor decides that a review is not necessary, this decision must still be
documented in the Review Form.

Division Commanders will be responsible for ensuring that employee reviews take
place and are documented on the EIP Review form.

Options the supervisor should consider offering the employee include:

T

Refresher Training options:

- Defensive Tactics

- Legal Updates

- Report Writing

- Anger Management

- Cultural Diversity

- Tactical Communication

- Driver/Pursuit Training

- Physical Fitness Training

- Field Training Program

- De-escalation Techniques

Support options available:

- Supervisor Coaching or Counseling

- Peer Support

- Employee Assistance Program or other counseling options
Recommended Departmental change options:
- Review/Modify Training

- Review/Modify Policy

- Equipment Purchase
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3.50.1.4 EIP DOCUMENTATION
Revised July 22, 2021

Each supervisor who conducts an EIP review shall complete an EIP Review form.

After reviewing an employeebds EIP record anct
action is required (i.e., the employee only had one incident in any one group), the

supervisor will complete the form and submit it through their chain of command.

The employee is not required to sign the form.

When the supervisor meets with the employee and provides resources, or together

the employee and supervisor agree on a course of action, the supervisor will

complete the form and have the employee sign to acknowledge the review. The
supervisor wil/l then forward the form to tF
signatures.

Once the form has been signed off by the Division Commander, an entry will be
completed in EIPro. The form will be uploaded to BlueTeam and attached to the
corresponding incident. The employee will have program access to view this
incident type.

3.50.2 EIP SYSTEM ACCESS
Revised July 22, 2021

EIP contains performance indicators that relate to confidential information.
Department employees may only access EIP in accordance with their assigned
access levels. Misuse of the EIP, including the unauthorized sharing of information
from EIP, may result in disciplinary action.

The Internal Affairs Division will only be responsible for granting access to the
application and setting employee purviews on what they can see/view.

The peer analysis data and review form shall not be used for performance
evaluations. It also shall not be accessed, used, or considered when the
Department makes determinations on promotions, transfers or requests by
employees for transfer or special assignments.

3.51 SOCIAL MEDIA
Revised July 22, 2021
The Administration Bureau shall review this policy on a three-year review cycle.
Reviewed July 22, 2021

3.51.1 SOCIAL MEDIA T PURPOSE
Revised July 22, 2021

The City of Long Beach Administrative Regulation (AR8-34) establishes guidelines
for the use of social media by the City as a means of conveying information about
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the City and its events and activities to the public, for further refer to AR8-34 1 City

Social Media Policy. This policy is supplemental to AR8-34 and establishes the
Department s position on the use of social m
to the Long Beach Police Department.

The intent of this policy is to ensure employees use appropriate discretion when
posting photographs or speech that does not jeopardize investigations, or discredit
the Department. It is not the intent of this policy to prohibit employees from
engaging in conduct that constitutes protected speech under state or federal
constitutions, as well as labor or other applicable laws.

3.51.2 SOCIAL MEDIA T POLICY
Revised July 22, 2021

Authorized Department members may use social media to communicate with the
public about investigations, public services, or other relevant events. Authorized
Department members shall ensure their use of social media is professional and
protects the constitutional rights of all.

3.51.3 SOCIAL MEDIA T SAFETY
Revised July 22, 2021

Employees shall not disseminate or post information on social media or networking
sites that could compromise the safety of others. Employees shall take necessary
precautions not to disclose confidential information or jeopardize the privacy rights
of others.

3.51.4 SOCIAL MEDIA i ON-DUTY DEPARTMENT APPROVED USAGE

AND GUIDELINES
Revised July 22, 2021

The Department encourages the use of electronic communication technology and
social media networking sites to share and gather information in support of its
organizational mission and for work-related purposes.

3.514.1 INVESTIGATIVE ACCOUNTS
Revised July 22, 2021

An employee shall only create and use a social media account for investigative
purposes with authorization from their Division Commander.

All employees who create social media accounts for investigative purposes shall
provide the account username and password to their supervisor. The supervisor
shall maintain a list of all social media accounts and passwords.

The Deputy Chief of each bureau authorizing the use of social media accounts for
investigative purposes shall ensure that an annual review is conducted.
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3.51.4.2 PUBLIC-FACING ACCOUNTS
Revised July 22, 2021

For public-facing accounts, authorization shall be requested through the Media
Relations Detail prior to the creation of the account. A public-facing account is a
social media profile that is created to be available to the general public and
represents or depicts on-duty personnel, police facilities, and Department
sanctioned activities.

Authorized employees who use social networking platforms to conduct
Department business as part of their normal duty assignment, shall use a public-
facing social networking account and not their private personal account.

The following shall apply to the use of public-facing social media:

1 Authorized employees shall ensure social media content posted serves the
public in a civil and unbiased manner.

1 All content placed on a public-facing social networking platform shall reflect the
mission and core values of the organization and conform to all policies
regarding the release of information per LBPD Manual § 6.1.1 MEDIA
RELATIONS POLICY AND PROCEDURES.

1 The Media Relations Detail has administrative oversight on all public-facing
social media accounts and will track all usernames and passwords.

1 The Media Relations Detail reserves the right to remove without notice any
comments or submissions that meet the standards set forth, by the Ci t Sodas
Media Terms and Conditions.

1 The removal of any content on public-facing social media accounts must be
requested through the Media Relations Office, prior to the removal of the
content.

3.51.5 SOCIAL MEDIA T PROHIBITED ACTIVITY AND GUIDELINES
Revised July 22, 2021

Employees who choose to participate in public-facing social media or social
networking platforms shall conduct themselves in a manner that aligns with City
standards of appropriateness, style and decorum.

Employees are prohibited from posting confidential or sensitive work activities or
assignments, employee work schedules, inmate transportation schedules, or other
operationally sensitive information.

Employees shall not post, transmit, reproduce, or disseminate information or links
that are inappropriate or harmful to the City, the Department or its operations.

3.51.6 PRIVACY EXPECTATION
Revised July 22, 2021
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Employees have no reasonable expectation of privacy with regards to anything
published or maintained on an internet site open to public view. Employees forfeit
any expectation of privacy with e-mails, texts, or anything published, or maintained
through file-sharing software or any internet site that is accessed, transmitted,
received, or reviewed on any Department technology system.

The Department reserves the right to access, review, and disclose, for any reason,
all information transmitted over any technology that is issued or maintained by the
Department, including the Department e-mail system, computer network, or any
information placed into storage on any Department system or device.

Access to a database, service, or website that requires a username or password
does not create an expectation of privacy if an employee accesses the database,
service, or website through a Department computer or network. However, the
Department may not require an employee to disclose a personal username or
password or open a personal social website, except when access is reasonably
believed to be relevant to the investigation of allegations of work-related
misconduct (Labor Code Sec. 980).
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4.0 CHIEF OF POLICE

4.1 INTERNAL AFFAIRS DIVISION

41.1 PERSONNEL COMPLAINTS

4111 PERSONNEL COMPLAINTS - EMPLOYEE RESPONSIBILITY

Citizen complaints may be filed with any supervisor or directly with the Internal
Affairs Division. Any employee who becomes aware of an allegation of misconduct
or is personally aware of another employee's misconduct shall immediately notify
his/her supervisor, or in that supervisor's absence, the Watch Commander. Failure
to make such notification(s) constitutes misconduct. The "Personnel Complaint
Form," PD Form 1010.008(a), is the computerized personnel complaint form that
shall be utilized for the receipt of all citizen complaints taken in person. Complaints
received telephonically and/or anonymously shall be taken. (California Penal
Code Section 832.5)

41.1.2 COMPLAINT PROCEDURE i WATCH COMMANDER/ANY
SUPERVISOR

The Watch Commander/Supervisor shall recognize that the employee's immediate
supervisor shall have the primary responsibility for investigating complaints in most
instances.

The Watch Commander/Supervisor has the primary responsibility for assisting the
citizen and resolving the complaint when possible. Doubt about the legitimacy of
a complaint shall be resolved by accepting the complaint for further investigation.

1 The Supervisor receiving the information or discovering acts of misconduct
shall immediately notify his or her supervisor and complete the Personnel
Complaint Form (PD Form 1010.008(a))

T Explain the admonishment to the complainant and obtain their signature

1 The Watch Commander/Supervisor, after receiving a complaint from a citizen,
shall complete the Personnel Complaint Form. The first page of the Personnel
Complaint Form is designed to briefly and clearly record the citizen's complaint
along with other necessary information about the complaint. Some cases may
require additional pages for the citizen's complaint. In those cases, the
supervisor shall use blank paper for supplemental pages. (Do not write on the
reverse side of the personnel complaint forms.)

NOTE: A copy of the complaint (page 1) shall be sent to the complaint
via US Mail, after a case number is assigned, when the complaint is not
received in person (telephonically or in writing). The supervisor taking the
complaint is responsible for ensuring the copy of the complaint is mailed
to the complainant.
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1 The personnel Complaint Follow-up portion of the form shall be used by the
supervisor to document the details of the preliminary investigations. The follow-
up portions of the form shall not be copied or given to the citizen

1 Both portions of the Personnel Complaint Form and any other related
documents shall be immediately forwarded to Internal Affairs Division.

1 The Watch Commander/Supervisor shall note on his/her respective log that a
personnel complaint has been received. The notation shall include the
complainant's name, address, telephone number, nature of the complaint and
accused employee's name(s), if known

The Watch Commander/Supervisor may determine that because of the nature and
urgency of a complaint, the Internal Affairs Division should investigate it. If so, the
Watch Commander/Supervisor shall complete the Personnel Complaint Form and
implement the Internal Affairs call-out procedure.

All applicable Arrest Reports, Incident Reports, Evidence Reports, investigative
memoranda, statements, CAD printouts, or other relevant information shall be
attached to the complaint form.

41.1.3 COMPLAINT PROCEDURE 17 INTERNAL AFFAIRS

The Internal Affairs Division shall be responsible for the daily tabulation of all
citizen complaints and shall forward an annual report to the State of California,
Department of Justice.

All citizen complaints received by the Department shall be forwarded immediately
to the Internal Affairs Division. Internal Affairs will assign a number to each
complaint for control and assignment purposes.

The Chief of Police, a Bureau Chief or the Commanding Officer of the Internal
Affairs Division may initiate an Internal Affairs investigation.

Internal Affairs shall apprise the employee's Bureau Chief and Division
Commander whenever a unit other thantheacc us ed empl oyeebds Bur eau
an investigation.

The Commanding Officer of Internal Affairs may determine that because of the
nature of a complaint, the most appropriate means of investigation would be at the
Bureau-level. In these instances, the Internal Affairs Division shall assign the
complaint to the accused employee's Bureau for investigation.

Investigations shall be completed within 30 days from the date the Department
received the complaint. The Internal Affairs Commander must approve all
extensions.
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All investigations of alleged employee misconduct shall be maintained in the
Internal Affairs Office. All records of investigations shall be maintained pursuant
to the Department's approved records retention schedule.

4.1.2 INVESTIGATIONS OF ALLEGED MISCONDUCT
4121 EMPLOYEE INTERVIEW

The Supervisor of a sworn employee, against whom allegations have been made,
may counsel that employee for the purpose of correcting unacceptable behavior.
If during a counseling interview, a supervisor determines that the interview may
lead to disciplinary action, the Police Officers' Bill of Rights (3300 C.G.C.)
admonitions shall be given.

Adherence to the Police Officers' Bill of Rights applies only to interviews that may
lead to the imposition of discipline.

Additional Supervisory Responsibilities

A Supervisor at the scene of an incident that may involve employee misconduct
shall:

1 Evaluate the need for emergency suspension and assume responsibility for
making that determination

Apprise his/her supervisor of the incident as soon as possible

Obtain names, addresses and telephone numbers of complainants and
witnesses

Collect & file appropriate physical evidence

Determine the need to implement the Internal Affairs call-out procedure
Assist Internal Affairs investigators until relieved

File a complete and accurate report regarding the incident

= =
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41.2.2 COOPERATING IN DEPARTMENTAL | NVESTIGATIONS

Employees are required to answer questions or provide material and relevant
statements to the proper authority in a Department personnel investigation, when
directed. Failure to comply may result in the employee being found insubordinate
and subject to disciplinary action.

41.2.3 INVESTIGATIONS T EMPLOYEE REPRESENTATIVES

1 Personnel assigned to investigate complaints of misconduct shall not be a
subject of the same investigation

91 During the course of the investigation, personnel assigned to investigate
complaints of misconduct shall not act as an employee representative for any
personnel involved in the investigation
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41.2.4 INTERNAL AFFAIRS INVESTIGATIONS CALL -OUT
PROCEDURES

The Internal Affairs Division is responsible for the investigation of complaints
alleging misconduct, whether the incident occurs on-duty or off-duty, on the part of
any employee of this Department.

Internal Affairs Division personnel shall be notified at any time of the day or night
including weekends and holidays, in any of the following circumstances:

1 Whenever an employee of this Department is arrested or an arrest is pending
by this Department or any other agency

1 Whenever there is an implication of any serious criminal conduct alleged
against any employee of this Department

1 Whenever an officer is served a Domestic Violence Restraining Order that will
affect the officer's ability to possess a firearm

1 Whenever an incident occurs which is of such serious nature and magnitude
that, in the opinion of the Field and/or Station Commander, it will require an
immediate Internal Affairs investigation

The Internal Affairs investigator, upon being notified, will evaluate the incident and
determine if response to the scene is necessary. In order for the Internal Affairs
investigator to evaluate the incident, the following information will be required:

1 A brief summary of the incident
9 The location and time of occurrence of the incident
1 The location of the involved employee

The Internal Affairs investigator who responds to the scene shall assume the
responsibility of directing and coordinating an Administrative investigation. Internal
Affairs personnel will not interfere in an ongoing criminal investigation. Officers
shall give information, however, which the Internal Affairs investigator determines
is necessary, to the Administrative investigation.

The Watch Commander shall call the on-call Internal Affairs Investigator. A current
roster of Internal Affairs Investigators shall be located in the Communications
center.

41.2.5 FINDINGS i ALLEGED MISCONDUCT

One of the findings listed below shall be included in the report of investigation of
an alleged act of misconduct.

Unfounded - The investigation indicates that the act or acts complained of did not
occur, or the individual named in the complaint was not involved.

106 |Page
Return to the TABLE OF CONTENTS




MANUAL of the Long Beach Police Department CHIEF OF POLICE

Exonerated - The investigation indicates that the act or acts did occur, but were
justified, lawful and proper.

Not Sustained - The investigation fails to discover sufficient evidence to clearly
prove or disapprove the allegation made in the complaint.

Sustained - The investigation disclosed sufficient evidence to clearly prove the
allegations made in the complaint.

Other - The investigation reveals that the alleged act was not misconduct, service;
employee was a witness only, or other statement by the Chief of Police.

41.2.6 REPORTS BY INTERNAL AFFAIRS DIVISION

Reports of investigations by the Internal Affairs Division shall contain basically the
same information as those submitted by other units, except that NO
recommendation for or against disciplinary action shall be made.

Investigations by the Personnel and Training Divisions are limited to fact finding
and evaluation of the complaint.

4.1.2.7 REPORTS BY OTHER DIVISIONS/SECTIONS

Whenever any Division or Section other than Internal Affairs opens, investigates
and concludes a disciplinary matter on an employee of that Division or Section,
and especially whenever discipline is imposed as a result, a full set of reports and
findings shall be forwarded to the Internal Affairs Division for storage in official files.

4.1.3 DISCLOSURE OF INFORMATION OF PEACE OFFICERS
DETAINED FOR CRIMINAL OFFENSES

California Labor Code Section 432.7 allows limited disclosure of arrest information
pertaining to peace officers. The Watch Commander or Commanding Officer of
the Internal Affairs Division shall be authorized to notify other law enforcement
agencies when a peace officer from that agency has been detained for a criminal
offense by members of this Department. Inincidents that do not result in an arrest,
the Watch Commander may use his/her discretion whether or not to contact that
officer's agency. In incidents that result in a misdemeanor citation, an arrest, or
would normally lead to an arrest for a misdemeanor or felony, the arresting officer
shall notify the Watch Commander who in turn shall notify the other agency.

1 Custodial - When itis learned that members of this Department have detained
a peace officer from another agency for a criminal offense, the Watch
Commander shall be notified. The Watch Commander shall be responsible for
notifying the appropriate agency of the incident and logging the incident in the
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Watch Commander log

1 Non-Custodial - When it is learned that a peace officer from another agency
has been identified as a suspect in a criminal investigation, which was
conducted by members of this Department, the Commanding Officer of Internal
Affairs shall be notified. The Commanding Officer of Internal Affairs Division
shall give advice and provide liaison assistance between Department
investigators and the other agency

4.1.4 DELETED -
4.15 DISCIPLINE
Disciplinary Action

Employees who violate their oath and trust by committing an offense punishable
under the laws or statutes of the United States, the State of California or the
ordinances of the City of Long Beach, or who violate any provision of the Rules
and Requlations of the Long Beach Police Department or of the Civil Service Rules
and Regulations, or who disobey a lawful order, or who are incompetent to perform
their duties, are subject to appropriate disciplinary action.

Departmental Authority to Discipline

Final Departmental discipline, authority and responsibility rests with the Chief of
Police or his/her designee. Except for emergency suspensions, the Chief of Police
shall approve all Department discipline.

4151 DISCIPLINE - PENALTIES

Subject to the provisions of the Long Beach City Charter, the Civil Service Rules
and Regulations and, where necessary, the approval of the City Manager, the
following penalties may be assessed against any employee of the Department as
disciplinary action:

1 Written reprimand

1 Suspension

1 Demotion

9 Dismissal from service

Acts of gross misconduct shall be subject to severe discipline including
dismissal from service.

Employees suspended from employment shall be required to surrender their
Department issued badge, weapon and identification to their commanding officer.
The commanding officer will secure the property until the employee is returned to
duty.
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An employee who resigns or is terminated from the Department shall deliver all
City owned property in his/her possession to the Personnel Division.

4152 DISCIPLINE - INTER-UNIT ACTION

When the improper conduct of an employee of one unit is of such a nature that
immediate or emergency disciplinary action is required of a Supervisor or
Command Officer of another unit, such action may be taken at once within the
following limitations:

1 Emergency suspension until the next business day

Inter-Unit Admonition

When a Supervisor or Command Officer of one unit finds it necessary to admonish
or adversely criticize in any manner an employee of another unit, he/she shall
notify that employee's supervisor as soon as possible. He/she shall also submit a
written report detailing the reasons for this action to his/her Commanding Officer
and to the Commanding Officer of the employee.

4153 REVIEW DISCIPLINARY RECOMMENDATIONS

The letter of transmittal shall be prepared by the officer recommending disciplinary
action and placed in the case file for review through the chain of command.

4154 REPORTS - ENFORCEMENT & FORWARDING

Each level in the chain of command must endorse and forward reports received
bearing on disciplinary matters. Such endorsement may be one of approval,
disapproval or recommended modification. No employee shall alter or cause to
be altered or withdrawn any disciplinary report. Disciplinary reports in transit
through the chain of command shall not be delayed but must be reviewed,
endorsed, and forwarded as soon as possible. Disciplinary reports shall be filed
in accordance with current Department orders.

4155 DISCIPLINARY ACTION T INFORMING EMPLOYEE

An employee who is accused of misconduct shall be informed of the charges when
they are filed. The employee shall have the benefit of responding to proposed
discipline in a Skelly Hearing before discipline is imposed and shall be informed in
writing of the charges and penalties when actually imposed.

Exception: An employee receiving a written reprimand as the form of discipline
is not entitled to a Skelly Hearing, but shall have the right to respond in writing and
have the response attached to the reprimand in the employee's personnel file.
Sworn personnel may appeal a letter of reprimand to Human Relations.
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4.1.5.6 DISCIPLINE - APPEALS

Appeals from penalties imposed as disciplinary measures may be taken as
provided in the Long Beach City Charter and in accordance with the Civil Service
Rules and Requlations.

4.1.5.7 ALTERNATIVE DISCIPLINE PROGRAM

The Alternative Discipline Program provides employees the opportunity to
participate in the determination and administration of their corrective-action
discipline when deemed appropriate by the Chief of Police. The Chief of Police
has the ultimate authority to determine and administer corrective action.
Employees may either decline participation in the program and accept the
imposed discipline, or appeal in accordance with the procedures set forth in
the Civil Service Rules and Regulations.

The Administration recognizes that in some instances where an employee has
failed to perform his/her work in an appropriate manner, the interests of both
employee and Department are better served by allowing the employee to
participate in counseling, training, or other means of self-help, rather than endure
a suspension. Employee involvement in the structuring of alternative discipline
provides a positive approach toward correcting inappropriate behavior.

In situations where alternative discipline is utilized, the employee's record will
reflect the misconduct and the term of suspension, along with a notation that
Alternative discipline was implemented. At the end of a six-month period, a follow-
up letter, which includes a statement that the program was successfully (or
unsuccessfully) completed for that period, will be included in the employee's
Personnel and Internal Affairs files.

Procedures

1 The decision to allow the alternative discipline shall be made subsequent to the
decision of a recommendation penalty (i.e., suspension). A Commander or
Bureau Chief may recommend the program; however, the final decision rests
with the Chief of Police

1 If the program is not suggested, or the employee decides not to participate, the
traditional system of administrative discipline will be followed

1 A Corrective Action Questionnaire will accompany a Skelly letter, if alternative
discipline is available to the employee

1 Employees who enter the Alternative Discipline Program may choose training,
counseling, or other means of self-help. To obtain assistance in designing their
discipline/corrective action, employees should contact the Department
Organizational Psychologist, Department Training Coordinator, Employee
Assistance Program or other professional

110|Page
Return to the TABLE OF CONTENTS




MANUAL of the Long Beach Police Department CHIEF OF POLICE

1 An employee who selects the program shall, at the Skelly hearing, be in
possession of a completed Corrective Action Questionnaire. The employee
and his/her Bureau Chief will discuss the questionnaire and proposed
corrective action. An employee may accept the program within five calendar
days after the Skelly hearing

1 In most situations, personnel within either the Police Department or the
Department of Health and Human Services will conduct alternative discipline.
Payment by the Department of any costs that result from an Alternative
Discipline Program must be approved by the Chief of Police

1 Implementation of the alternative discipline system begins when the Chief or
designee agrees on the contents of the Corrective Action Questionnaire. In the
event there is no agreement, the traditional system of administrative discipline
shall be followed

1 Upon implementation of alternative discipline, the employee's full suspension
will not be imposed. An Alternative Discipline Disposition Letter shall be
prepared and served. The length of the proposed suspension and the
employee's participation in the program shall be included in the disposition
letter and on the employee's Internal Affairs History Card

1 At the end of a six-month period, the Bureau Chief will make a determination
as to the employee's successful completion of their Corrective Action Plan
(alternative discipline) for that period. A letter of successful, or unsuccessful,
completion will be prepared by the employee's Bureau Chief and entered into
the employee's Personnel and Internal Affairs files

1 If, prior to completing the program, it is determined the employee has failed to
comply with the terms and conditions agreed upon, the Bureau Chief will notify
the Internal Affairs Division. The employee will be notified that he/she must
complete the original discipline, or portion thereof, at the discretion of the Chief
of Police. Whenever formal discipline is imposed, the employee is entitled to
the Civil Service Appeal process

1 Circumstances under which employees may not be given the option of
volunteering for the program include, but are not limited to, the following:

- Failure to perform satisfactorily during probationary period

- Job abandonment

- Failure to abide by the Employee Assistance Program rules and regulations
when made as a condition of continued employment

- Serious criminal offenses or immoral act

- Blatant offenses of discrimination

- Drug abuse

- Previous failure to conform to alternative discipline

- Misconduct compounded by lying or insubordination

4158 ADMINISTRATIVE APPEAL PROCEDURE / WRITTEN
REPRIMAND

Chief of Police or Designee - Step One
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The written reprimand shall include the following statement:

1 "You may, if you so desire, within five working days after service upon you of
this written reprimand, appeal on the standard appeal form to the Chief of
Police, otherwise, the written reprimand shall stand"

The officer may submit a completed appeal form to the Chief of Police within five
working days of receipt of the written reprimand.

The Chief of Police or designee shall meet with the officer within 10 working days
from the receipt of the completed appeal form.

A representative may accompany the officer at his/her request.

Parties shall agree that every attempt will be made in good faith to resolve the
matter and all known information relevant to the matter shall be made known to
the Chief of Police or designee.

A decision shall be made, in writing, within 30 calendar days.
City Manager or Designee - Step Two

If the Chief of Police does not resolve the appeal regarding the written reprimand
to the satisfaction of the officer, the officer may request a hearing with the City
Manager or designee within five working days of the decision of the Chief of Police.

The City Manager or designee shall hear the matter within 10 working days from
the receipt of the notification of the appeal, and affirm, reverse or modify the
decision of the Chief of Police.

A decision shall be made, in writing, within 30 calendar days.

If the decision is to affirm, the officer shall have 30 calendar days within which to
file a written response to any adverse comment entered into his/her personnel file.
Such written response shall be attached to, and shall accompany, the adverse
comment.

Presentation of Appeal

Officers shall have the right to present their own appeal or do so with the
assistance of their Police Officers Association (POA) representative. The POA
shall not be allowed to appeal any written reprimand on behalf of the officer without
written approval by the officer. The officer receiving the written reprimand shall be
present during Steps One and Two of these procedures.

Appeal Forms
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The appeal shall be processed on the "Administrative Appeal Form,” (PD Form
2000.012), provided by the Police Department and shall contain information which:

Identifies the officer;

Contains the specific reason for appeal;

Identifies witnesses, if applicable, and;

States the corrective action desired. These may include revising or removing
the written reprimand

= =4 =4 -4

Time-Off for Processing Appeal

The preparation for an appeal hearing shall not be considered City business. The
time spent by the officer and the City shall not compensate representative.

The officer shall receive time-off from regularly scheduled duty hours to participate
in the appeal hearing at Steps One and Two, without loss of pay.

If the officer's representative is also a City employee, the representative shall
receive time-off from regularly scheduled duty hours to participate in the appeal
hearing at Steps One and Two, without loss of pay.

Participation in any appeal hearing by the officer or representative during off-duty
hours will not be compensated.

Cost of Appeal Presentation
Each party shall bear the expense of presenting their own case.
Tape-Recording of the Appeal Hearing

If any tape recordings are made, the party who elects to tape-record these
proceedings shall allow the other party access to the tapes upon request.

Cost of Witnesses at Appeal Hearing

The cost of the witnesses called by either party shall be borne by the party who
requests the witnesses.

The cost of the witnesses called by both parties shall be shared equally by both
parties.

City employees called as witnesses, on-duty at the time, shall receive time-off from
duty to participate in the appeal hearing, without loss of pay for the time so spent.

City employees called as witnesses, not on-duty at the time, may receive
compensation by the party or parties who request the witnesses.
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Number of Witnesses at Appeal Hearing

Calling of witnesses by either party shall be accomplished with a reasonable
amount of constraint.

Each party may call approximately three or four witnesses.

In the event that either party desires more witnesses, the Chief of Police/City
Manager or designee, shall determine the number of withesses permitted.

Extension of Time Limits

All time periods specified in this procedure may be extended by mutual, written
consent of the aggrieved officer and the Chief of Police/City Manager or designee.
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4.2 ADMINISTRATIVE SECURITY SECTION

The Administrative Security Section provides information to the Chief of Police
enabling him to make informed judgments and decisions necessary to counter and
control the activities of organized crime. The Administrative Investigations Section
also maintains liaison with State, Federal and local agencies having similar
purposes.

The Administrative Security Section includes the Organized Crime Detail.

42.1 ORGANIZED CRIME DETAIL

1 Collect, evaluate and analyze data pertaining to organized criminal activity
within the City of Long Beach

1 Keep the Chief of Police apprised of this data and disseminate it at his
discretion

1 Conduct special investigations as directed by the Chief of Police

Information regarding organized crime gathered by Department personnel shall be
forwarded to the Administrative Security Section.
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4.3 DEPARTMENT PSYCHOLOGIST
Long Beach Police Department Psychologist

The Police Psychologist is a member of the Chief of Police staff and reports directly
to the Chief.

431 REQUIREMENTS FOR THE DEPARTMENT PSYCHOLOGIST

1 Education: Doctorate Degree in psychology

1 Current Professional License: California Department of Consumer Affairs,
Board of Psychology

1 At least five years of postgraduate experience in the diagnosis and treatment
of emotional and mental disorders (per POST Administrative Manual 1
Commission Procedure C-2)

1 At least three years working in a psychological capacity with a police
department with experience in screening, counseling and consulting with
employees

1 Professional psychological education, training and experience in both clinical
and social/organizational psychology

4.3.2 DUTIES
The five major duties of the Department Psychologist include:

1 Psychological Screening for police recruits, reserve officers, lateral police
officers, Marine Patrol Security Officers, communication dispatchers; CCW
applicants, and under contract or other agreement for the Long Beach Fire
Department; Parks, Recreation and Marine Department, Harbor Department,
Long Beach City College and Long Beach Unified School District

1 Psychological Counseling for Department employees and their family

me mber s. Coordination of the Department s

Stress Debriefing Team and the "Proactive Peer Counseling Progra mo wher e

employees who have experienced some kind of trauma are contacted. Liaison
to the Chaplainés Program. Mai nt ai
Department website. Works with the Officer-Involved Shooting (OIS) Team to
follow-up on officers and dispatchers involved in hit shootings

1 Organizational Consulting and Team Building with supervisors, managers
and chiefs. Meets weekly with the Chief and Deputy Chiefs, and the Internal
Affairs commander to review personnel complaints. Member of the Employee
Advisory Committee, the Strategic Plan Recommendations Committee and
facilitates the Policy Steering Committee. Participates in the following Advisory
Committees to the Chief of Police: Black, Hispanic, Asian, Gay and Lesbian,
Youth, Chaplain, Medical and Chairpersons. Does formal consulting on a daily
basis with supervisors and managers as requested. Consults with the Chief of
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Police on a frequent basis about the overall emotional and mental health of the
Department

1 Conducts Training with recruits, reserves, Civilian Police Academy
participants, dispatchers, crime lab staff and others as requested. Serves on
the Training Advisory Committee with involvement in the Professional
Development Institute at the Academy. Attends annual conferences of the
following: California Psychological Association, American Psychological
Association, International Association of Chiefs of Police and the California
Peace Officers Association

1 Social and Behavioral Science Research through the Academic Education
and Action Research Advisory Committee to the Chief of Police. This
committee is made up of several leaders in the Department as well as faculty
members of universities and colleges in the Long Beach area. Encourages
students, faculty members and employees to conduct research projects within
the Department. Coordinates college student interns who review and distribute
behavioral science research findings that can be applied in the Department.
Provides research findings from literature, which are summarized and
di stributed through written AResearch Upda:
programs
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4.4 EMPLOYEE TRANSFER SELECTION PROTOCOL
Revised November 16, 2016
The Administration Bureau will have audit responsibility.

The purpose of this policy is to establish a uniform and fair procedure for the
selection of employees desiring transfer to open positions within the Department.
Transfer is defined as movement from one division to another, into the same
classification in which the applicant is currently employed. For transfer purposes,
the geographic patrol divisions shall be considered one division.

44.1 PUBLISHING AN OPENING
Revised November 16, 2016

Job openings shall be advertised via a Watch Report containing the following

information:

1) Description of position duties (e.g., serving warrants, filing cases, staff work,
etc.);

2) Description of working conditions (e.qg., shift, hours, days off, holidays worked,
skill pay, dress code, location, etc.);

3) Required (Minimum) and preferred qualifications (e.g., experience,
education, training, language skills, etc.);

4) Filing deadline;

5) Resume submission deadline; and

6) Description of the selection process.

The Watch Report shall be distributed a minimum of two weeks prior to the
beginning of the selection process.

4.4.2 SELECTION PROCESS
Revised November 16, 2016

Information gathered during the selection process shall be confidential. Those
participating in the selection process shall be discreet in their handling and
discussion of this information, as well as the decision making process.

I n addition to an applicantds requirement t

should include, but is not limited to:

1) Review of work performance evaluations;

2) Review of Internal Affairs history;

3) Discussion with current and past supervisors;

4) Interviews may be conducted;

5 Review of candidateds written work
etc.).

4421 RESUME SCREENING
Revised November 16, 2016
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A resume must be submitted by all applicants. This will allow for an initial resume
screening, with the option of limiting interviews to the top qualified candidates.
Before reviewing the resumes, the supervisor should ensure that the candidate
meets the required qualifications published in the Watch Report, followed the
instructions to file for the position, and submitted a complete application packet in
a timely manner. In the event interviews are scheduled, those candidates not
selected to continue in the process shall be notified of this fact prior to the
scheduling of interviews.

4.4.2.2 SENIORITY
Revised November 16, 2016

Seniority is a factor that should be taken into consideration when making a
selection. Although seniority alone should not be the deciding factor, when all other
strengths and qualifications are close or equal between two candidates, seniority
may be used as the determining factor in selection.

4423 INTERVIEWS
Revised November 16, 2016

No less than two persons shall conduct the interviews. It is preferred that at least
one of the members of the interview panel be of higher rank and at least one should
be from the division to which the candidate is applying. The same interviewers
should be used for all interviews when possible. A standardized list of questions or
scenarios will be utilized for all applicants.

4424 PROHIBITED AREAS OF INTERVIEW QUESTIONING
Revised November 16, 2016

There are a number of areas an interviewer is prohibited from asking or referencing
by law. These areas include the following:

1) Marital status or children (e.g., divorced, pregnant, childcare issues, etc.);

2) Hobbies, interests and outside activities;

3) Physical or mental di s abindationigsue§)i ncl udi ng

4) Legally protected status (i.e., race, religion, age, ancestry, gender or sexual
orientation);

5) Union activity, grievances or other legally protected complaints, and

6) Any other question that falls outside the scope of evaluating the candidated s
skills, knowledge and abilities to perform the duties of the position for which
he or she applied.

4425 SELECTION
Revised November 16, 2016

The commander of the detail with the job opening shall contact the selected
candi dat eds c determane aseitableadatalfor transfer and complete
a Change of Assignment form with the agreed upon date. The Change of
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Assignment form wil| then be forwarded to
will ultimately forward it to the Chief of Police. No transfers will take place until the
Chief of Police has signed the Change of Assignment.

4.4.2.6 CANDIDATE NOTIFICATION AND TRANSFER
Revised November 16, 2016

Under no circumstances shall any of the interviewed applicants be advised of who
was or was not selected until the Chief of Police has signed the Change of
Assignment form. Once the Chief of Police has signed the Change of Assignment
form, the division with the job opening shall notify the selected candidate and
advise him or her of the date of transfer. It will be the responsibility of the receiving
detail to ensure the selected candidate has all necessary information and
equipment to make the transition smooth and efficient.

The Detail with the job opening shall also be responsible for notifying candidates
that were not chosen of their non-selection. Non-selected candidates will have the
opportunity to discuss the selection process further.
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6 ADMINISTRATION
6.1 COMMUNITY RELATIONS
6.1.1 MEDIA RELATIONS POLICY & PROCEDURES

Revised March 2008

The Department shall seek to establish a cooperative relationship with the media.
The basis of that relationship shall be the timely provision of information in a
manner that does not impede Department operations. Department employees
shall cooperate with members of the press by providing accurate and timely
information on newsworthy events.

The PIO shall assume primary responsibility for coordinating and maintaining
communication between the Department and the media. All Department personnel
are responsible for complying with the outlined procedures below.

6.1.1.1 MEDIA ACCESS TO REPORTS & INFORMATION
Revised March 2008

1 The media may review the Booking Log maintained in the Records Division.
Juvenile information, however, shall not be accessible

1 When requested, members of the media shall be permitted to review Arrest and
Crime Reports in accordance with 86254(F), Government Code. All requests
received per 6254(F), Government Code shall be forwarded to the

Department 0s Custodi an of Records.

investigative follow-up reports and reports of a sensitive nature. Either the on-
duty records supervisor or the investigator of the case shall approve all such
requests

1 Media members shall not be provided or permitted to make duplicate copies of
reports

1 Media members requesting more detailed information relative to a crime or
unusual occurrence should be referred to the Media Relations Office during
business hours. Requests during non-business hours should be referred to the
Business Desk at 570-7236 who will issue the pager number of the on-call
Public Information Officer (PIO)

6.1.1.2 RELEASE OF LAW ENFORCEMENT INFORMATION
Revised March 2008

See Special Order PUBLIC RECORDS ACT REQUEST issued December 27, 2018.

86254(F) of the California Government Code requires that certain information be
made available to the public.

Any of the following information shall be released to the public, except to the
extent that disclosure of a particular item of information would endanger the
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safety of a person involved in an investigation or would endanger the
successful completion of the investigation or a related investigation:

1 Time, circumstance, and location of all complaints or requests for assistance
1 Time and nature of police response including the extent that such information
is recorded

Time, date, and hundred block of location (except in sexual assaults)

Victim age and city of residence

The factual circumstances surrounding the crime or incident

General description of:

- Injuries involved

- Weapons involved

- Property involved

= =4 -4 -9

NOTE: The name of a victim of any crime defined by 8261, 264, 264.1, 273(a),

m

273(d), 286, 288, 288(a) or 289 of the Penal
request, or at t heparedorguardidn if thé victimhissaminorc t i moé s
Crime Reports may be released to:
9 The victim of the incident
T An authorized representative of the victi
1 Aninsurance carrier against which a claim has been or may be made
1 Anindividual suffering bodily or property damage as a result of the incident
9 Categories of crime reports subject to release under this section are: Arson,
Burglary, Fire, Explosion, Robbery, Vehicle theft, Crimes of violence,
Vandalism, Larceny
NOTE: In some cases, certain information is not released such as information from
an informant and conclusions of the investigating officer.
Arrest Reports
The following information shall be made public:
1 The full name, current address, and occupation of every person arrested.
Detailed information on name, date of birth, exact address, and booking
number of juvenile offenders shall not be disclosed, except for age,
gender, and city of residence
1 Thearrest eeds physical description including:
- Date of birth
- Sex
- Height
- Weight

Color of eyes & hair
9 Date and time of arrest
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Date and time of booking

Location of arrest

Factual circumstances surrounding arrest

Amount of bail set

Time and manner of release or location where the arrestee is being held
Probation/parole holds

=4 =4 -8 8 -9 -9

NOTE: Nothing in 6254(F) of the California Government Code (CGC) requires the

release of I nformation by which a juvenile

Juvenile information can only be obtained through the Superior Court
juvenile system.

Traffic Accidents (20012 CVC)

1 Traffic Accident Reports may be released to an involved party, insurance
carrier, or the attorney of the involved party to the accident. Involved parties
include the drivers of the vehicles, registered or legal owner, passengers,
witnesses, or anyone who has sustained property loss or injury as a result of
the accident. The opinions and conclusions of the officer will not be released.
Release of fatality, hit and run, or City Property Damage Reports requires prior
approval of the Accident Investigation Detail-Traffic Accident Reports need not
be stamped with the fAConfidential o

Prior to releasing information, approval shall be obtained from one of the
following individuals:

1 The investigator in charge of the crime scene or investigation
1 PIO at the scene
1 Incident Commander

The Investigator in charge and the Public Information Officer shall work together
to determine what information may be released without jeopardizing the ongoing
investigation.

Department personnel shall NOT release the following information:

Information that could jeopardize the safety of victims, witnesses, or suspects
Information that may hinder an investigation or interfere with the successful
apprehension and prosecution of the suspect(s)

Information/reports regarding incidents/investigations of a sensitive nature

il
1

= =4 =

Statements, admissions, confessions, or alibis attributable to the accused, or
the refusal or failure of the accused to make a statement
1 Information regarding the performance of an examination or test, or the

war ni

accusedods failure or refusal to submit
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1 Statements concerning the identity, address, testimony or credibility of
prospective witnesses

T Opinion as to the accusedbs gqguilt

plea to criminal charges

|l nformati on concerning an accusedos

The name or address of any victim of a sex offense. It is sufficient to provide

the age and sex of the victim and the general vicinity of the occurrence

1 The name or address of any victim of a crime where a substantial possibility of
retaliation exists

1 The identification of individuals under the age of 18 who are suspects or victims
in an investigation or who are taken into custody. It is sufficient to provide the
age and sex of the individual

1 Information concerning an Internal Affairs investigation without the
authorization of a Bureau Chief or higher ranking officer

1 Information concerning the amount of loss resulting from a theft, burglary or
robbery or other information that may lead to a recurrence of a particular crime

1 Information relative to the cause of death, identity of the victim or other specific
facts of an investigation such as the location of a wound and statements of
witnesses

1 Information relative to an officer-involved shooting without prior authorization
by the on-call homicide team supervisor, or Chief of Police

1 Information relative to a homicide prior to a formal press release or
authorization by the on-call homicide team supervisor, Bureau Chief or higher
ranking officer

T I'nformation regarding another | aw enforcem

investigation or suspect without th

6.1.1.3 PROCEDURES FOR RELEASE OF INFORMATION TO THE

PUBLIC AND MEDIA
Revised March 2008

The Department shall release information to the public, when requested, in writing
on the Report Receipt/Application for Release of Report form, PD 2300.003 or
written CPRA request, in accordance with 6254(F) of the Government Code.
Complete copies of all reports will not be routinely available. The Records
Administrator, and/or his/her designee shall approve all such requests with
concurrence of the Investigator.

Crime Reports & Arrest Reports

1 Citizens desiring to purchase a copy of a report will be required to complete a
Report Receipt/Request for Release of Report (PD form 2310.003) and submit
the appropriate fees (6257 GC). The report will be sent to the investigator
handling the case for review and approval

1 Upon approval of release, the Records Division will mail the report. All Crime
and Arrest Reports wild.@ be stamped
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1 Only arrested individuals or their attorneys may purchase copies of the arrests

reports, if approved by the investigating officers. If litigation is pending in Court,

they should be referred to the City Prosec

City Attorney for complete copies of the reports. Subpoena Duces Tecum will

be accepted via the Departmentds Court Aff
1 Booking Logi The Records Division will maintain this log for the press and the

public to review. The booking log report will be run once per week on Tuesday.

Juvenile information will not be included in the report

Dispatch Printouts & Tapes

91 Dispatch Tapes i Citizens requesting copies of dispatch tapes will be required
to submit a Subpoena Duces Tecum to the Court Affairs Office. This request
will be forwarded to the Custodian of Records for further processing (a fee may
be charged)

1 Dispatch Printouts 1 Citizens requesting dispatch printouts must present a
Subpoena Duces Tecum or CPRA request. This request will be forwarded to
the Custodian of Records for further processing (a fee may be charged)

Records Division Responsibilities

1 Records Division personnel will complete all file searches. The Records
Division will not interpret or summarize reports for interested parties

1 Any file pulled will be referred to the investigator in charge, or in his/her
absence, the investigative detail sergeant. Any information released will be
logged out in the front of the jacket

1 Citizens desiring to purchase a copy of a report will be required to complete a
Report Receipt/Application for Release of Report, PD form 2310.003, and
submit it to the Records Division with the appropriate fees

1 The Records Division will notify the assigned investigator of the request. After
approval, the report will be mailed. Reports will not be released over the
counter unless approved by a Senior Records Clerk and/or the Watch
Commander

1 Telephone requests from citizens, attorneys or insurance companies for copies
of reports will not be accepted

The following items will not be released:

Local or State Criminal History (Show-up)

Booking Photograph (Bail bonds personnel may receive a photo with the name,
Booking Number and date portion cut-off)

1 Investigation follow-up reports

1 Fingerprint Cards

1 Suspect information (i.e., name, vehicle license number) except as specifically
authorized by the Chief of Police or his designee

1
1
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Sexual Assault Incidents

Investigations Bureau personnel shall notify the Media Relations Detail in a timely
manner and assist in creating a news release regarding sexual assault cases in
which the following circumstances exist:

1 In any case where the Lead Investigator and/or the Detail Supervisor
determines that notification could assist with the investigation and/or alert the
public of potential danger

1 When several cases exist that may be linked by modus operandi (MO) or other
evidence as having been committed by the same suspect

In accordance with 86254 of the Government Code, information that could
endanger the successful completion of any i
safety shall not be released. If the Lead Investigator or Detail Supervisor

determines that notification to the public could be detrimental to the case, the

Division Commander and Media Relations shall be notified.

The following criteria shall be used in the preparation of Public Information News
Releases with the understanding that the identity of sex crimes victims are to be
protected in accordance with 8293 of the Penal Code:

1 The name, address or date of birth of victim(s) shall NOT be revealed

T To further protect the victimdéds identity,
suspect shall NOT be revealed (e.g. son, daughter, wife, etc.€ )

1 A major intersection or commonly known area shall designate the location of

the crime(s), NOT the specific address or hundred block of a particular street

Witness identities shall NOT be revealed

Criminal Information Bulletins (CIB) distributed to police personnel are

confidential and shall NOT be released to the media or public

1 A Public Information Bulletin (PIB) may be distributed to the community

1
1

Officer Involved Shootings

The on-call PIO will coordinate logistics with all media representatives. Preliminary

information such as acknowledgement of the incident and general call information

(i .e. time, type of call, Il ocation) will be
of the Command Staff, the Incident Commander, the Lead Investigator, or the PIO

may give a formal statement to the media.

The PIO will prepare a News Release and obtain final approval from the OIS
Supervisor or their designee, prior to its release.

Il n situations where there is an administrat

as an Internal Affairs review, a Shooting/In-Custody Death Review Board, or an
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Accident Review Boar d, the officerds name wi
his/her consent.

6.1.1.4 MEDIA ACCESS TO INCIDENT SCENES
Revised March 2008

Officers shall notify the Incident Commander when the media is on-scene. The
media representatives should be directed to an established staging area
determined by the officer, Incident Commander, or PIO. The Incident Commander
shall notify the on-scene PIO or the on-call PIO. All media shall be given equal
access to information and locations. If necessary, a media pool will be established.

NOTE: The media is not required to respond to or remain at the media staging
area. They shall have freedom of movement outside the perimeter, just as the
general public would.

If a conflict develops between department personnel and the media, or a member
of the media is detained or arrested, a supervisor and/or the on-scene or on-call
P10 shall be notified immediately.

Media members shall present media credentials issued by the Los Angeles County

Sheri ffos Department, the Los Angeles Polic
Sheriff o6s De p ather lave enforcement agemay yupon request at a

crime scene or incident location.

CRIME SCENES

Media access to crime scenes must be restricted. The media does not have right
of access past the inner perimeter of the crime scene tape. With permission of the
Lead Investigator or the Incident Commander, the media may be allowed past the
outer perimeter tape, while on the outside of the inner crime scene tape. If
possible, the Incident Commander or on-scene PIO should facilitate. The media
must be allowed access to any public areas where the general public has freedom
of movement.

The media does not have access to operational areas that are part of crime scenes
(i.,e. Command Posts i Patrol, SWAT and Fire). The media cannot interfere with
areas of operation where rescue and recovery are taking place, and areas where
police and fire equipment is set up. The media must obtain permission from the
property owner in order to access areas of private property.

TRAFFIC ACCIDENTS
The media does not have access to the inner perimeter of crime scenes (including

traffic fatalities, 2000106s, 2000206s, 231526
media does have access to areas where the general public has freedom of
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movement. They can access areas of minor injury and non-injury accidents as
long as there is no interference with emergency operations and equipment.

DISASTER SCENES

Penal Code section 409.5(d) allows duly authorized members of the media access
to areas closed to the general public. Areas include those closed due to riot, fire,
flood, earthquake and other disasters. At the scene of a disaster, news media
personnel must act in a responsible manner and their actions may not interfere
with public safety efforts. This section does not allow media access to Command
Posts (i.e. Patrol, SWAT, and Fire) and/or operational areas. Safety cannot be the
basis for excluding access to a disaster scene.

If an officer comes into contact with media personnel entering a disaster area, the
officer shall advise the media of any safety hazards and shall request that the
Communications Center document the advisal, and the media representatives
name and station in the call history.

6.1.1.5 NOTIFICATIONS TO PUBLIC INFORMATION OFFICER
Revised March 2008

The Critical Incident Notification Guide shall be followed for notification to the PIO.
Il n addition, it i s the I ncident -cabRfOnfander 6s
any of the following occur:

Telephone Notification

1 Media on-scene requesting interview with PIO, Incident Commander, or
Supervisor

1 Incident or arrest that has potential to become high profile

1 Conflict between media and department personnel

1 Media representative is detained or arrested

Watch Commander Log Entry

1 Media responds to an incident (no interview requested, general information
provided)

6.1.1.6 DEPARTMENT EMPLOYEE COMMUNICATION WITH MEDIA
Revised March 2008

All Department employees must obtain prior approval from the Office of the Chief
of Police before representing themselves as an employee of the Long Beach
Police Department to any media outlet/publication (i.e. Letter to the Editor, articles
in print publications, TV/cable shows, internet sites, and radio broadcasts). This
includes the release or posting of any photograph/video of any department
employee or event.
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6.1.1.7 DEPARTMENT DISCLAIMER STATEMENT
Revised March 2008

Employees responsible for the preparation and issuance of initial memoranda
relative to press releases, unusual occurrences and officer-involved shootings (hit
and no-hit), shall always include the following disclaimer:

T AThe foll owing i nformati on i s preliminar
confirmed. The information is based, in part, on hearsay and is intended for
early informatio n a | use rather than as a for mal i nv

The disclaimer statement shall be stamped at the beginning of all transmittals
disseminated regarding press releases, unusual occurrences and officer involved
shootings.

Disclaimer stamps will be located in the Accident Investigation Detail and the
Homicide Detail.
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6.1.2 RELEASE OF CRIMINAL STATISTICS TO THE PUBLIC
Revised November 8, 2017

Information contained in the monthly statistical report may be released to the
general public. The following reports are available at the Long Beach Main Library:

1 Reported Crime Monthly, Quarterly and Annual

To release criminal statistics or other crime information for a specific address or
area, employees shall adhere to the following procedures:

6.1.2.1 RELEASE OF CRIMINAL STATISTICS 1T COMMUNITY

ENGAGEMENT
Revised November 8, 2017

1 Requests for reports compiled for the City Council should be referred to the
Library.

1 The Community Relations Division may release information to the public by
reporting district only. Requests may be made in person, by telephone, or in
writing, and are | imited to one monthdés wor
Requests for multiple reporting districts or multiple month statistics should be
directed to the Library.

1 If information is requested for a specific address, or for crime information not
contained in the monthly Statistical Report, or by reporting district, a letter for
the request shall be submitted to the Chief of Police. Upon approval, the Chief
of Police may charge the requesting party the actual cost of collecting and
duplicating the data prior to the release of information per City policy.

6.1.2.2 RELEASE OF CRIMINAL STATISTICS 1T CRIME ANAYLSIS UNIT
Revised November 8, 2017

1 All non-law enforcement requests for criminal statistics will be directed to the
Office of the Chief of Police for approval.
1 Upon approval by the Chief of Police, the Crime Analysis Unit will process the
request and return to the Chiefbds Office.
1 Only criminal statistical information and reports approved by the Office of the
Chief of Police may be released to the public from the Crime Analysis Unit. The
Chain of command shall be strictly adhered to with these reports.

6.1.5 SEXUAL ASSAULT - MEDIA POLICY
Revised: August 5, 2002
Audit Responsibility Administration Bureau

Investigations Bureau personnel shall notify the Community Relations Public
Information Detail in a timely manner and assist in creating a Press Release
regarding sexual assault cases in which the following circumstances exist:
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1 In any case where the Lead Investigator and/or the Detail Supervisor
determines that notification could assist with the investigation and/or alert the
public of potential danger

1 When two or more cases exist which may be linked by modus operandi (MO)
or other evidence as having been committed by the same suspect

1 In accordance with 86254 of the Government Code, information that could
endanger the successful completion of any investigation or endanger a
person's safety shall NOT be released. |If the Lead Investigator or Detail
Supervisor determines that notification to the public could be detrimental or
dangerous, the Division Commander shall be notified.

The following criteria shall be used in the preparation of Public Information Press
Releases with the understanding that the identity of sex crimes victims are to be
protected in accordance with 8293 of the Penal Code:

1 The name, address or date of birth of victim(s) shall NOT be revealed

T To further protect the victimdés identity,

suspect shall NOT be revealed (e.g. son, daughter, wife, etc.)
1 A major intersection or commonly known area shall designate the location of
the crime(s), NOT the specific address or hundred block of a particular street

1 Witness identities shall NOT be revealed

1 Criminal Information Bulletins (CIB) distributed to police personnel are
confidential and shall NOT be released to the media or public

6.1.7 CHAPLAINCY PROGRAM

The Long Beach Department Chaplain's Advisory Group is one of several advisory
groups that report directly to the Chief of Police. The Chaplains Group is open to
all denominations. Members must conform to the by-laws, which in part require
that Chaplain responsibilities be discharged in a non-sectarian manner, and that
they refrain from unsolicited proselytizing.

The mission of the Police Chief's Chaplain's Advisory Group is to function as a
liaison between the Long Beach Police Department and the community in which
they serve. The goals of this committee include, but are not limited to:

1 Counseling employees of the Police Department and their families

1 Providing assistance to victims as part of a Crisis Response Team

1 Advise and assist the members of the Police Department to recognize
differences in the community that may affect the timely and effective
enforcement of the laws

Executive Committee
1 An Executive Committee comprised of six clergy from a variety of religious
affiliations shall be formed from members of the Chaplain's Advisory Group.
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The Chief of Police will approve all members. The Executive Committee shall
recruit Chaplains and promote the program throughout the community

1 A thorough background investigation will be conducted on each prospective
Chaplain

Call Out Procedures

1 Chaplains will be indexed in the Communications Division Watch Commander's
Call out Book. A current list will be maintained identifying each Chaplain's
contact number and religious affiliation. Police employees should advise the
Communications Center when a Chaplain is needed and Communications
personnel will make the necessary notifications

1 The on-call Chaplain will be notified by paging the 24-hour Alpha Numeric
pager which is indexed in the call out book

1 All Chaplains responding to a crime scene will promptly report to the Incident

Command Post/Incident Commander to receive further instructions

Patrol Assignments

Chaplains will participate in patrol assignments with police officers. A minimum

of one 10-hour shift per month is required and must be scheduled in

cooperation with each divisional patrol scheduling sergeant

1 Chaplains will pursue and participate in relevant training in order to maintain
and advance their skill level

= =

6.1.8 COMMENDATIONS BOARD

The Commendations Board shall be comprised of 10 Civilian Executive Committee
members. The Chief of Police shall appoint these committee members and they
serve at his discretion. Commendation Board members shall appoint a
Chairperson from among its members who will preside over the selection process.
The Commanding Officer of the Community Relations Division shall be Co-
Chairperson of the Board and serve as
Chief of Police shall make the final award selections.

The Commendations Board shall convene during the second week of November
each year to consider recommendations for commendations. All members of the
Commendations Board shall classify police and citizen recommendations for
commendations.

The Board shall determine by majority vote whether the reported act is within one
of the following award categories:

Medal of Honor

Medal of Valor

Meritorious Award i Class A
Meritorious Award i Class B
Meritorious Award i Class C
Citation to a Citizen

= =4 -8 -8 -9 -9
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After the Commendations Board has made its initial selections, a Director of the

Long Beach Police Officersd Association (se
review the Boarddés selections and recommend
recommendations shall be considered by the Board, but will not be binding.

The final decisions of the Commendations Board shall be reviewed and the Chief
of Police shall make final approval of award recipients. The Chief of Police shall
present these awards at the Annual Awards Banquet.

6.1.9 COMMENDATIONS 7 ADMINISTRATION OF THE PROGRAM

The Department shall promote and administer a continuous program recognizing
officers and other City employees who have performed acts of meritorious service
or accomplishment.

To obtain maximum benefit from the Commendations Awards Program and to
ensure all meritorious are promptly and properly recognized, all levels of command
and supervision shall understand its importance.

6.1.9.1 OFFICER AWARDS

An officer of the Long Beach Police Department or a Long Beach Police
Department Reserve Officer is eligible to receive the following meritorious awards:
Medal of Valor, Purple Heart Award, Meritorious Award Class A, Meritorious Award
Class B and Meritorious Award Class C.

6.1.9.2 MEDAL OF HONOR
The award shall be presented to the family of any officer killed in the line of duty.
6.1.9.3 MEDAL OF VALOR

This award is presented to an officer for an extraordinary act of heroism extending

above and beyond the normal demands of police service. The award is also
presented for police service performed at gr
an effort to preserve human life, whether in an on-duty or off-duty status.

AAbove and beyond the nor maid defthedrnoantldde of pol
ALL of the following:

1 Outstanding bravery above and beyond that which is normally expected

1 Failure to take such action would not be deemed a dereliction of duty

T Threat to the officerds | ife ewevaluated, and |
the threat

1 The objective is of sufficient importance to justify the risk
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1 The officer accomplished the objective or was prevented from doing so by
incurring a disabling injury or by <circums

6.1.9.4 PURPLE HEART AWARD

Any employee of this Department, as well as any private individual, may submit a
written recommendation to the Commendations Board nominating a police officer
to receive a Purple Heart Award.

Nominees must meet the following standards in order to qualify as a recipient of
the Purple Heart Award:

1 The officer must have been a member of this Department at the time of the
incident
1 The officer must have been injured while on-duty, or if off-duty, he/she must
have placed themselves in an on-duty status by taking action as a law
enforcement officer
T The injured officerds actions at the ti me
related to a law enforcement function

1 The officer must have sustained a significant physical injury

1 Eligibility is determinedby t he Commendati ons Board, bas
actions as applied to the aforementioned criteria.

Al | Purple Heart Awards wil |l be awarded at

Banquet.

Officers are encouraged to wear their awards as part of their uniform.
6.1.9.5 MERITORIOUS AWARD i CLASS A

This award is presented for an act of heroism by an officer extending above and
beyond the normal demands of police service performed at great risk to the
of ficerds safety in an effort to preserve hu

6.1.9.6 MERITORIOUS AWARD i CLASS B

This award is presented for an act of heroism by an officer extending above and
beyond the normal demands of police service or a service performed at great
personal risk.

6.1.9.7 MERITORIOUS AWARD i CLASS C
This award is presented for the performance of an act, or acts over a period of

time, under conditions where bravery or other outstanding performance of duty is
involved but which is not above and beyond the normal demands of police service.
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6.1.9.8 REVIEW BY CITY MANAGER

The City Manager will review recommendations received from the Chief of Police
and may authorize the award of the Medal of Valor presented at the Annual Awards
Banquet.

6.1.9.9 WEARING OF AWARDS

Officers authorized to wear the Medal of Valor and the Meritorious Awards Classes
A, B, or C, shall be encouraged to do so when in uniform.

6.1.9.10 PERSONNEL RECORD

The record of any member or employee having received awards described shall
be placed in the recipientbés personnel Jacke

6.1.10 CERTIFICATE OF COMMUNITY SERVICE

This award is presented to private citizens or City employees for performance of
the following:

1 An act of bravery aiding, or attempting to aid, a private individual or officer of
this Department

1 An act where necessary assistance is rendered to save the life of a private
citizen or an officer of this Department

1 Outstanding assistance rendered to the community or Department

6.1.11 EMPLOYEE RECOGNITION PROGRAM

The intent of the Employee Recognition Program is to identify and acknowledge
exemplary performance by sworn and civilian employees. It is designed to be an
on-going program by which the Department identifies individuals for employee of
the quarter and year.

Selection Criteria

The following criteria should be considered when evaluating nominees for
employee recognition:

Nominee holds a sworn or non-sworn position below the rank of lieutenant
Maintains a consistently high level of work performance

Maintains a consistently high degree of initiative and job interest

Takes complete responsibility for work assignments

Demonstrates a positive attitude

Demonstrates a high degree of dependability

Provides informal leadership by continually setting a good example

=4 =2 =4 -8 _-9_95_2
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1 Learns from experience and is responsive to training

1 Understands and practices a fair work ethic

1 Looks for opportunities to improve our organization and communicates positive
suggestions

1 Possesses a high degree of personal integrity

1 Maintains a professional appearance

1 Exhibits responsiveness

Nomination Procedures

Any member of the Department may nominate an individual for consideration by

t heir respective Bureaubs Employee Recogni-t
form 1000.025. The completed form shall be forwarded to their Bureau Chief who

wil | retain it until the next meeting of the
convening of the committee, all current nominations shall be reviewed and acted

upon.

Employee Recognition Committee
Selection Procedures

Each Bureau Chief shall establish an Employee Recognition Committee shall be
chaired by a Commanding Officer. No less than two peer members shall be
assigned to the committee and the committee size shall not exceed five members.

The committee shall meet quarterly and shall review all nominations from their
Bureau. A report shall be immediately forwarded to the Bureau Chief articulating
the recommendation of individual(s) for recognition. The committee shall have the
latitude to indicate in their report that no employee will be recommended for the
evaluation period. The committee recommendations shall be forwarded to the
Chief of Police after approval by the Bureau Chief and after the employee has been
appropriately acknowledged.

Annually, the Department shall identify an Employee of the Year. The selection of
this individual shall be accomplished in the following manner:

1 Each Bureau Committee shall make a recommendation for Employee of the
Year and forward it to their respective Bureau Chief

1 Upon approval, the Bureau Chief shall forwar d their Bur eau
recommendations to the Commander, Community Relations Division.
Recommendations shall be due to Community Relations, no later than October
10th of each year

1 The Deputy Chief of the Administration Bureau shall compile the
recommendations and presenttot he Bureau Chief s at a D
meeting. The Bureau Chiefs shall come to consensus on a selection

136 |Page
Return to the TABLE OF CONTENTS




MANUAL of the Long Beach Police Department ADMINISTRATION

1 The Commander, Community Relations Division, shall draft a report and
forward it to the Chief of Police by November 20th of each year for final approval
1 Quarterly selections shall be forwarded to the Chief of Police as follows:

January i March due April 10

April i June due July 10

July 7 September due October 10

October i December due January 10
Recognition

It shall be the responsibility of each Bureau Chief to provide suitable recognition
for their employees. The form of recognition should be commensurate with the
level of achievement. All selectees shall receive a letter of commendation signed
by the Chief of Police, in addition to any other form of recognition. Display of
photographs will be at the discretion of the awardees.

The Bureau Chief shall also ensure that all Department employees are made
aware of their Bureauds wyshal alsbderssponsiblef appr o]
for press releases.

6.1.12 PROCEDURE FOR SUBMITTING SUGGESTIONS

Employees shall submit their suggestions to their immediate supervisors. The
supervisor shall review the report and forw
officer. The concerned commanding officer shall review the suggestion and

complete an evaluation and recommendation to the Commendations Board.

6.1.13 BULLETIN BOARDS 1 PUBLIC SAFETY BUILDING

No information will be posted or displayed anywhere in the Public Safety Building

except on Departmental bulletin boards. Do not use walls and glass windows for

posting

T AFor Saleo information will be posted on bt
area only, not on the other floors of the building

T AFor Sal eahpostedfindire imesement area will be removed after two

weeks

All building bulletin boards may be used for Department and social notices

All posted information shall display a posting date. Information not having a

date will be removed immediately

1 The Community Relations Division will have the responsibility for monitoring
the bulletin boards and ensuring compliance

il
T

Department bulletin boards have been placed in the following locations:
1 Basement
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1 1stfloor

1 2nd floor

1 3rd floor

1 4th floor

Any complaints or suggestion regarding the use of these bulletin boards should be
forwarded to the Community Relations Division.
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6.2 COURT AFFAIRS
Revised July 11, 2013
The Support Bureau has audit responsibility.

Only Court Affairs may accept a subpoena duces tecum or a summons intended
for service on department employees. Court Affairs will forward the subpoena or
summons to the LBPD Custodian of Records.

6.2.1 SUBPOENAS AND SUMMONSES
Revised July 11, 2013

A summons is a document served on an employee informing them that they are

being civilly sued. If an employee receives a summons for a civil action brought
against them for an act or action while in the performance of their duties, they shall

i mmedi ately cont ac Officeé foreahe purppse of Altatniog lega y 6 s
representation.

A subpoena is a writ by a government agency that has authority to compel
testimony or the production of evidence under penalty for failure.

6.2.1.1 ACCEPTANCE OF SUBPOENAS AND SUMMONSES
Revised July 11, 2013

All entities delivering subpoenas to the Department must submit them to Court
Affairs at least five days prior to the scheduled court date. Court Affairs will enter
any received subpoena or summons into the Electronic Subpoena Service System
for service to the involved employee.

Court Affairs shall accept all timely civil subpoenas that exhibit a court case
number, date, time and location. Depending on the information requested, Court
Affairs may charge the serving party a fee. The fee shall be received prior to the
acceptance of a subpoena.

Business representatives wishing to serve a subpoena or summons shall be
directed to Court Affairs, during normal business hours. Representatives
attempting to serve a subpoena or summons after normal hours or on a holiday
shall be directed to return to Court Affairs on the next scheduled business day
during normal business hours.

Subpoenas received via USPS mail, teletype or fax shall be forwarded to Court
Affairs for processing. In the event a subpoena is inadvertently mailed to a
substation; the employee shall immediately forward the subpoena to Court Affairs.

6.2.1.2 ELECTRONIC SUBPOENA SERVICE PROCEDURE
Revised July 11, 2013
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Court Affairs shall enter every subpoena they receive into the Court Affairs
Electronic Subpoena System. Employees will log into the system and enter their
department ID number to accept their individual subpoenas. Employees must
check the Court Affairs Electronic Subpoena Service System on each of their
workdays. Employees shall respond to all subpoenas served on them ordering
their presence in court.

6.2.1.3 REFUSAL OF SERVICE
Revised July 11, 2013

An employee may refuse subpoena service for the following reasons:

1 If a subpoena is entered into the Court Affairs Electronic Subpoena Service
System with less than five working days of the court hearing, it shall be
considered untimely; however, this does not preclude the employee from
accepting service if they are on a normal workday or are otherwise able to
attend.

1 Employees on approved vacations, holidays, or overtime days off may be able
to refuse subpoena service if they have forwarded an approved copy of the
time off request to the Court Affairs Office in a timely manner. Court Affairs
must receive an approved vacation request at least 14 days prior to a vacation.
They must receive an approved copy of a holiday or overtime day off request
at least 7 days prior. Note: Employees must honor all subpoenas received prior
to the submission of a vacation, holiday, or overtime day off request.
Employees shall contact the Court Affairs Sergeant if a conflict arises.

1 Employees assigned to training on scheduled court appearance days shall
provide a memorandum to Court Affairs advising them of the length and
location of the training assignment. The memorandum should be delivered to
Court Affairs at least one workweek prior to the training class.

1 Employees who are military reservists and ordered to active duty shall provide
Court Affairs with a memorandum advising of the length, duty location, and
return to work date no later than one workweek prior to their activation date.

1 Employees who are physically unable to attend court due to illness or injury
shall notify Court Affairs as soon as possible. The Personnel Division will notify
Court Affairs of all employees who are IOD. Employees who are IOD, but in a
light-duty work status are still required to accept and honor all served
subpoenas.

6.2.2 COURT APPEARANCE S
Revised July 11, 2013

When required by subpoena, ordered by a commanding officer or court liaison
officer, attendance at a court or quasi-judicial hearing is considered an official duty
assignment. Failure to appear in court on the date and time ordered, without good
cause, may result in court-mandated or department action.
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Employees shall receive overtime compensation for court in accordance with the
most current Memorandum of Understanding from their respective bargaining unit.
Employees are responsible for monitoring their court cases through adjudication.

An employee who receives a subpoena to testify for the defense, against the City,
or against the Department in any trial or hearing, shall notify their Division
Commander as soon as possible. The employee shall notify Court Affairs if the
subpoena was received outside of the Electronic Subpoena Service System.

6.2.2.1 CONDUCT IN COURT
Revised July 11, 2013

While in court, employees shall avoid mannerisms that might imply disrespect to
the Court, such as: reading, talking, texting or using cell phones, eating, drinking,
chewing gum, wearing hats or sunglasses, or sleeping.

6.2.3 QUASI-JUDICIAL HEARINGS
Revised July 11, 2013

Employees may be required to attend quasi-judicial hearings to provide testimony
concerning their actions, observations or activities. Court Affairs will enter all
guasi-judicial hearings into the Electronic Subpoena Service System. Employees
shall conform to the same standards of conduct and procedures pertaining to all
other court appearances.

Quasi-judicial hearings include:

Parole hearings

Probation hearings

Department of Motor Vehicles hearings
Alcohol Beverage Control hearings
Civil Service hearings

Depositions

= =4 =4 -8 -4 -9

6.2.4 COURT CALENDAR
Revised July 11, 2013

Court Affairs shall display one copy of the court calendar outside of the Court
Affairs Office and distribute two copies of the court calendar to the Public Safety
Building Business Desk. Each Division is responsible for printing and displaying
the calendar for employees to view. Court calendars are only valid for the next-
court day if printed after 1800 hours.
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6.3 AUTOMATED LICENSE PLATE RECOGNITION (ALPR)
Revised August 17, 2017
The Administration Bureau has audit responsibility.

6.3.1 ALPR PURPOSE AND SCOPE
Revised August 17, 2017

The Long Beach Police Department utilizes automated license plate reader
(ALPR) technology, and supporting software, to gather and analyze data to enable
the rapid identification and location of vehicles of legitimate interest to law
enforcement.

ALPR units are attached to vehicles or at fixed locations, where they collect license
plate information from vehicles on public roadways and public property.

6.3.2 ACRONYMS AND DEFINITIONS
Revised August 17, 2017

Alert: A visual or auditory notice that is triggered when the ALPR system receives
a potential hit on a license plate.

Hit: A read matched to a license plate that has previously been registered on an
agencyo6s hot l ist of | icense plates
other factors supporting investigation, or which has been manually registered by a
user for further investigation.

Hot list: Hot list data consists of license plate numbers selected by an agency for
inclusion on a particular list to facilitate the targeting of vehicles displaying those
license plate numbers.

Read: Digital images of license plates and vehicles, and associated metadata
(e.g., date, time, and geographic coordinates associated with the vehicle image
capture) that are captured by the ALPR system.

6.3.3 AUTHORIZED USE OF ALPR DATA
Revised August 17, 2017

ALPR data shall be used for official law enforcement purposes in support of local,
state, and federal agencies.

6.3.3.1 RESTRICTIONS ON COLLECTION OF ALPR DATA AND USE OF
ALPR SYSTEMS
Revised August 17, 2017

ALPR units may be used to collect data that is within public view but may not be
used for monitoring individual activities protected by the First Amendment to the
United States Constitution. It is the personal responsibility of all employees with
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access to ALPR data to take reasonable measures to protect the privacy and civil
liberties of individuals, as well as the security and confidentiality of ALPR data.

Civilian ALPR operators may not contact occupied vehicles that return as stolen,
wanted, or subject-of-investigation.

Users of ALPR data shall visually confirm the license plate characters generated
by the ALPR readers correspond with the digital image of the license plate in
guestion. ALPR hits shall be verified through JDIC, CLETS or other official law
enforcement sources.

6.3.3.2 COMMERCIALLY COLLECTED ALPR DATA
Revised August 17, 2017

The Long Beach Police Department has access to commercially collected ALPR
data, which shall be treated in the same manner as LBPD ALPR data.

6.3.4 RETENTION OF ALPR DATA
6 Revised August 17, 2017

ALPR data collected by the Long Beach Police Department shall not be retained
for a period exceeding 24 months. Once the retention period for ALPR data has
expired, the Department shall purge the data from the ALPR system.

ALPR records of vehicles having been identified and linked to a criminal
investigation will be retained in accordance with the applicable criminal statute of
limitations.

6.3.5 TRAINING
Revised August 17, 2017

Only personnel trained in the use of the ALPR system, including its privacy and
civil liberties protections, shall be authorized to access the ALPR system. All
personnel who have access to the ALPR system will participate in annual training
that shall include, at minimum, a review of this policy.

6.3.6 AUDITS
Revised August 17, 2017

Access to, and use of, ALPR data is logged for audit purposes. ALPR system
audits will be conducted periodically and on request to supervisory personnel at
the Long Beach Police Department.

6.3.7 DATA SHARING
Revised August 17, 2017

144 |Page
Return to the TABLE OF CONTENTS




MANUAL of the Long Beach Police Department ALPR

ALPR data may be shared with other authorized and verified law enforcement
officials and agencies at any time for legitimate law enforcement purposes.

6.3.7.1 DISSEMINATION
Revised August 17, 2017

ALPR data is for official use only. The Long Beach Police Department may
disseminate ALPR data to any government entity with an authorized law
enforcement or public safety purpose. ALPR information shall not be disseminated
for personal gain or for any other non-law enforcement purpose.

ALPR data may be disseminated to owners and operators of critical infrastructure
in circumstances where such infrastructure is reasonably believed to be the target
of surveillance for the purpose of a terrorist attack or other criminal activity.

Historical ALPR data shall not be disseminated to members of the public or news

media, except in the following circumstances:

1) A public safety exception where the Department reasonably determines that
an individual or vehicle poses a threat of substantial harm to the public.

a) Limited Release of Information i The release of ALPR data must be
limited to information that could reasonably protect the public from the
harm justifying the dissemination of the data.

2) ALPR images may be used in a photo line-up to further the particular
investigation for which the ALPR image was requested.

The Long Beach Police Department shall raise all applicable exemptions contained
in the jurisdiction's freedom of information act to withhold or otherwise limit the
disclosure of historical ALPR data.
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6.4 ADMINISTRATION i RECORDS DIVISION
6.4.1 POSSIBLE SUSPECTS ON CRIME REPORTS

Possible suspects shall not be listed in the suspect on crime reports. This area is
to be used only when information is obtained identifying a known suspect that
could result in an arrest.

Possible suspects shall only be listed in the narrative portion of the report. Include
all information leading to the identification of an individual as a possible suspect.

In order for a wanted felony vehicle to be entered into CLETS, the Detail Sergeant
or detective assigned the case shall notify Auto records. The following information
will be required for the entry:

1 Vehicle license number (VIN)

1 Make

1 Model

1 Color

1 Pertinent DR#

6.4.2 ASSAULT/BATTERY ON A PEACE OFFICER REPORTS

1 A separate crime report shall be filed for each officer/victim involved in an

incident. Officers/victims shall not be listed as additional victims in reports of

Assault/Battery on a police officer

Only one crime report requires the full narrative of the incident

Subsequent crime reports for each additional officer/victim shall refer to the

initial DR# in the narrative

1 Indicate all DR#sandsuppl ement s in the fiConnecting Re
ACri me Reporto form (PD form 23100.001)

i Officers shall not file their own crime report when identified as victim

= =

6.4.3 STANDARDIZED FIRM ABBREVIATIONS

Personnel filing an initial crime report will list the correct and complete title of the

victim on the report. The Record Division will ensure that the proper standardized

abbreviation is used for entry in PSIS. Personnel inquiring of the system will use

the appropriate abbreviation. All punctuation and store numbers will be omitted

from the victimds name in the computer i ndex
The following list of standard abbreviations for repeated victims is currently used:

Repeated Victims Standardization of Entries

Alpha Beta Alpha Beta
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RECORDS DIVISION

American Check Cashing Exchange

American Check Cashing

AM PM Mart AM PM

Any Kind Check Cashing Any Kind Check Cashing

Avis Rent-a-Car Avis

Bank of America B of A

Buil derds EmporiumBuil derés Emporium
Churchos Chicken Churchs Chicken

City of Long Beach City of LB

City of Long Beach Fire

City of Long Beach Gas & Water
City of Long Beach Harbor

City of Long Bean Police

City of Long Beach Recreation
CVI Cable
Dennyos
Egyptian Drugs
Farmers and Merchant Bank

General Telephone and Electric
Grocery Warehouse

Hertz Rent-a-Car

Home Depot (The)

In & Out Burgers

Jack in the Box

JC Penny

JJ Newberry

Kentucky Fried Chicken

K-Mart

Long Beach Public Transportation Co.
Long Beach Plaza Mall

Long Beach Unified School District
Lucky Discount Supermarket
McDonnell Douglas

Montgomery Ward

Nix Check Cashing

Restaur ant

Norticads 32nd Str
Pavilions
Pic N Save
Ral phés Grocery Co

Sav On Drug Stores

Savon Express

7-Eleven Stores

Smart & Final

Southern California Edison
So. California Rapid Transit District
State of California

Stop & Go Market
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City of LB Fire

City of LB Gas & Water
City LB Harbor

City of LB Police
City of LB Recreation
CViI

Dennyos
Egyptian Drugs
F&M

GTE

Grocery Warehouse
Hertz

Home Depot

In & Out

Jack in the Box

JC Penny

JJ Newberry

KFC

KMart

LB Public Trans Co
LB Plaza Mall
LBUSD

Lucky

McDonnell Douglas
Montgomery Ward
Nix Check Cashing
Blett Manbkest
Pavilions

Pic N Save
Rphph 6s
Savon

Savon Express
711

Smart & Final

SCE

RTD

State of California
Stop & Go
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Taco Bell Taco Bell
Target Stores Target

Thrifty Drug Stores Thrifty

Top Value Top Valu

Vons Grocery Vons

Wards Pharmacy Wards

Wells Fargo Bank Wells Fargo
Wienerschnitzel Wienerschnitzel
6.4.4 SALE OF POLICE REPORTS

In accordance with 86257 of the Government Code of the State of California, the
Department shall charge and collect for the City a fee for each copy of a Police
Report released to authorized persons, regardless of the number of pages
contained in the report. This fee shall apply to persons requesting copies of
Incident and Arrest Reports, including those reports provided via the Civil
Subpoena Duces Tecum process. Special circumstances may warrant waiver of
the fee, for which written approval by the Administrator, Information Management
Division, is required.

A fee will NOT be charged to an authorized representative of the Federal, State,
County, and City, District or other political subdivision.

A copy of a report will NOT be issued which is confidential, privileged in nature, or
when the public interest would suffer by disclosure of the report.

Authorized personnel from law enforcement and government agencies, not subject
to payment of fees, may obtain copies of reports by mail or in person. All other
requests for Incident Reports shall be made through the use of PD form 2310.003

(2/793), AReqwédMat | &@. Regdhret Records Di vi

requests and the copies will be mailed to the requestor.
6.4.4.1 INFORMATION DESK PERSONNEL RESPONSIBILITY

Upon request, Information Desk personnel shall give in-person applicants a copy
of PD form 2310.003 (2/93) for each report requested. They will accept the
application and a check, money order or cash and forward it to the Information
Management Division.

6.4.4.2 COLLISION REPORTS

Traffic Collision Reports may be released to an involved party, insurance carrier,
or attorney of the involved party to the accident. Involved parties are the drivers
of the vehicles, registered or legal owners, passengers, withesses or anyone who
has sustained a property loss as a result of the accident. The opinions and
conclusions of the officer shall not be released. Release of fatality, hit and run or
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City property damage reports require prior approval by the Accident Investigation
SectonTraffic accidents are not required to b
warning stamp.

6.4.4.3 INCIDENT & ARREST REPORTS

Citizens wanting to purchase a copy of a report are required to complete a
ARequest a Report by Mail o form and submit t
requested report shall be sent to the investigator handling the case for review and

approval.

Once approved, the Records Division within 10 days (6256 GC) shall mail the
report. Al l Crime and Arrest Reports shall
warning stamp.

Subjects of arrest or their attorneys may purchase copies of the report. If litigation

is pending in Court, they should be referred to the City Prosecutor of District
Attorneyds Office for compl ete copies of t
Affairs Office shall accept a Subpoena Duces Tecum.

6.4.4.4 SUMMARY OF CRIMINAL OFFENDER INFORMATION

Individuals wanting to review their records with the Department must apply in
person between the hours of 0800 to 1630, Monday through Friday. Individuals
will be identified through fingerprints and provided with the date, charge and
disposition of their local arrests. A fee is charged for this service. Individuals
inquiring of their records with the California Department of Justice or the Federal
Bureau of Investigation must contact those agencies directly.

Records Division Responsibilities

1 Accept applications and fees associated with the report
T Review for completeness and individual ds r
1 Determine if investigative approval is required

6.4.5 TELEPHONIC CRIME REPORTING/ABBREVIATED CRIME
REPORT

See Special Order DISCONTINUATION OF TELEPHONIC STOLEN VEHICLE AND STOLEN
VESSEL REPORTS issued July 14, 2015.

Individuals requiring telephonic reports shall be advised to telephone the North
Police Facility to report incidents occurring west of Cherry and north of Wardlow,
the East facility for incidents occurring east of Cherry, the West Facility for
incidents occurring west of the 710 freeway and the downtown Station for all other
incidents.

150 |Page
Return to the TABLE OF CONTENTS



http://clblfwaat/weblink/1/doc/5295164/Page1.aspx
http://clblfwaat/weblink/1/doc/5295164/Page1.aspx

MANUAL of the Long Beach Police Department RECORDS DIVISION

Abbreviated Crime Report

All personnel will use the abbreviated Crime Report (PD form 2310.024). The
types of crimes that may be filed on the Abbreviated Crime Report and
circumstances surrounding those crimes are identified as follows:

All misdemeanors

NOTE: In all cases when a suspect is named or there is information in the report
t hat would | ead to the identity of the suspe
form 2310.001) shall be used.

A unit will be dispatched if any of the following circumstances are present:

The victim has been injured

The suspect is at or near the scene, or a crime has just occurred

There is physical evidence to be collected

The victim is hysterical or confused

The victim insists that a unit be dispatched

In the case of a Hit and Run 20002(a) cCvcgC, when
occupied

= =4 -8 -8 -9 -9

Grand Theft Property 487.1 PC i Grand Theft Gun 487.3 PC
A unit will be dispatched if any of the following circumstances are present:

1 The suspect is at or near the scene, or the crime has just occurred
1 There is physical evidence to be collected

1 The victim insists that a unit be dispatched

1 The loss totals $5,000.00 or more

Burglary (auto) 459(A) PC 1 Burglary (boat) 459(B) PC
A unit will be dispatched if any of the following circumstances are present:

1 The suspect is at or near the scene, or the crime has just occurred
1 There is physical evidence to be collected

1 The victim insists that a unit be dispatched

1 The loss totals $5,000.00 or more

Auto Theft VC 1 Abbreviated Crime Reports will not be used for Auto Thefts

Officers will respond to and take Stolen Vehicle Reports ONLY when one of the
following conditions exist:

1 Suspects are in custody or in the area
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1 Suspects are named
1 Evidence exists at the scene
1 Victim insists that a unit be dispatched

Personnel assigned to the Information/Business Desks at all the police substations
and the main station will be responsible for taking telephonic Stolen Vehicle
Reports. See Special Order DISCONTINUATION OF TELEPHONIC STOLEN VEHICLE AND
STOLEN VESSEL REPORTS issued July 14, 2015. However, the person receiving the
call when any of the following conditions exist will refer such calls to the Auto Theft
Detall for evaluation of the circumstances:

The victim is a rental agency and the suspect in the renter of the vehicle

The vehicle is taken by means of Forgery, Fraud or Trick and Device (these

reports will be referred to the Forgery/Fraud Detail)

1 The victim has loaned the vehicle to another party regardless of the time period

involved

The vehicle is alleged to have been embezzled

If none of the aforementioned conditions exist, Stolen Vehicle Reports will be

taken via telephone at the Information/Business Desk of the appropriate

station.

1 The employee receiving the report will confirm that the victim is willing to
prosecute and that special circumstances are not present

1 The identity of the Victim/Reporting Party and registered owner information with
the Department of Motor Vehicles (CLETS)

1 AUTO STATS shall be contacted to determine if the vehicle has been reported
stored, impounded or repossessed, if circumstances indicate that this
information may not yet have been entered into CLETS

1 The Vehicle Report (PD form 2310.010) will be completed using information

from the victim. The report should indicate the last driver and that no one was

given permission to use the vehicle

The word ATELEPHONEO shalll be writt

The filing employee will obtain a DR#, indicate it on the report and give the

victim the DR#

1 The filing employee will forward the written document to the Reporting Office

for review and assignment

)l
)l

= =

= =

General Information

1 Recoveries shall not be taken by telephone
1 All vehicles associated with missing persons shall be entered by Police
Systems at the time the missing person information is entered

Auto Records personnel shall NOT enter the missing vehicle into the stolen vehicle
system as requested by the Department of Justice. If a missing vehicle card is
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received, make a copy of the card and forward to Police Systems for entry into the
missing person system. Auto Records will maintain the card.

1 Courtesy reports from other jurisdictions will not be taken telephonically
T I'F the identity (via driverds or identific
party and/or ownership information cannot be verified through CLETS, a unit
will be dispatched to take the report
T I f DMV shows a fARelease of Liabilityo form
ownership of the vehicle
1 If it is determined that other questionable and unusual circumstances exist
regarding the stolen vehicle, the watch commander shall make the
determination to refer the victim to the Auto Theft Detail, or refer the call to the
communications center to dispatch a unit
6.4.6 INTENTIONALLY BLANK
6.4.7 ROBBERY TELETYPES i PREPARATION & SENDING
Teletypes shall be sent on the following:
1 Any robbery indicating a potential series
1 Any robbery with a named suspect or vehicle license number, or unusual
descriptive information, regarding the vehicle
1 When the victim is a major market, restaurant, retailer, bank, or commercial
business
1 Whenever serious injury is sustained, shots are fired, suspects are
exceptionally violent
1 Any extensive loss
NOTE: Purse snatch or street robberies should NOT have a Teletype sent unless
they have appropriate suspect or vehicle information.
All teletypes should include basic information; date and time, time of robbery, name
of wvictim, | os s, suspect s physical descrip
description, and a brief description of any MO. Be specific regarding unusual
actions,unusual dr ess, or suspectds exact comment s.
and direct.
The patrol officer who handles the crime report should hand write the Teletype and
forward it to the watch commander. The officer may KDT the information if he/she
is unable to return to the station in a timely manner. The watch commander will
approve or make any required adjustments on the teletype, enter the information
on the watch commanderés activity | og, and

Systems Office.
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Police Systems personnel shall transmit the Teletype to the appropriate
jurisdictions and forward a copy to the Robbery Detail. The copy shall include the
date and time the Teletype was sent.

6.4.8 MARINE SECURITY i NON-VIOLENT CRIME REPORTS TAKEN
BY

Long Beach Marine Patrol Security Officers shall be authorized to take police
reports for non-violent crimes where weapons were not used, and Vehicle, Bicycle
and Vessel reports. Marine Patrol Officers may also take Special Accident reports
that occur within the Marina Areas.

When the Marine Patrol Security Officers become aware that a crime involving
violence or weapons was perpetrated in their area, they shall request a police unit
to conduct the investigation. The Detective Division will continue to investigate
these reports consistent with those taken by Long Beach Police Officers.

6.4.9 RESEARCH & DEVELOPMENT UNIT

The purpose of Research and Development shall be to develop long-range plans,
environmental evaluations, and to conduct special projects.

Organizational Structure

Research and Development, Administration Bureau, is under the direct
supervision of the Administrator, Information Management Division. A Police
Sergeant will be designated as the Coordinator of the Unit. Personnel assigned to
the unit will be responsible to the coordinator for duty functions and assignments.

Responsibilities

Long-Range Planning i Responsible for planning, researching and coordinating
projects within the following areas:

1 Research, develop and publish a three- and five-year strategic Department
plan

1 Analyze appropriate forecasts to assist management in developing
Departmental goals

1 Establish and maintain liaison with qualified individuals in the field of long-range
planning

Environmental Evaluation
The unit will be responsible for the preparation of Environmental Impact Reports

(EIR) in response to major commercial developers regarding the effect of projects
on police services by:
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T Preparing draft EI RGOS on Department
1 Evaluating the various City Master Plans
1 Attending community meetings

Special Projects

The uni t shall be t he De p ar tesearcht ang
management information and perform the following functions:

Conduct staff research and prepare reports

Review, analyze, summarize and/or coordinate major staff research projects
Review, analyze and recommend project evaluations

Receive, study and respond to Departmental employee suggestions directed
Evaluate equipment options

Respond to planning surveys from outside agencies

= =4 =8 -8 -9 -9

6.4.10 REQUEST FOR STATISTICAL INFORMATION & SPECIAL
INQUIRIES FROM THE SYSTEMS SECTION

All requests for statistical (batch) information, or full file searches must be
submitted in writing to the Administrator, Information Division.

Subsequent to approval, written requests will be forwarded to the Police Project
Manager, Information Services Division, General Services Department. The
Police Systems Section personnel will deliver results to the requesting Section,
Division or Bureau.

In the absence of the Administrator, Information Management Division, the Deputy
Chief of Administration Bureau can approve requests for batch process computer
runs.

Should an emergency situation arise where statistical information is required
immediately, the Administrator, Information Management Division, will honor an
emergency telephone request. A request memorandum will be required prior to
delivery of the statistical information.

6.4.11 IMPREST CASH/PETTY CASH FUNDS

Utilization and Control Procedure for Advancing Imprest Cash Funds to Individuals
for Expenditures

Individual(s) will request an advance of imprest cash from the Budget Section in a
form approved by both the Bureau Chief and the Administrator, Information
Management Division. The following information shall be included:

1 Vendor
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Requesting personnel

Program/Activity to be charged

Description of the purchase

Cost of the purchase

Reason for the purchase

The individual will exchange the approved request form for cash from the

=4 =4 -8 8 -9 -9

Budget Section

The Budget Section will ensure the form is complete and that the purchase meets
the requirements of the imprest cash fund.

When the purchase is completed, the individual will return the following to Budget
Section:

1 The exact change, if the expenditure was less than the amount advanced
1 An ORIGINAL receipt for the expenditure

The Budget Section will maintain all necessary accounting records and the security
of the imprest cash funds.

The Budget Section will report all expenditures to the Financial Management
Section and obtain reimbursement of funds to the imprest cash fund.

Expenditures

There may be incidents when an individual makes a purchase within the
requirements of the imprest cash fund, by using his/her personal cash.

The same procedures will be followed as for the advance of imprest cash funds
except, rather than advancing funds to the individual, the individual will be
reimbursed for the expenditure.

Reimbursement

Reimbursement will not be made for expenditures made by any individual which
does not meet the requirements for the Imprest Cash Fund regulations and have
the approval of the applicable Bureau Chief and Administrator, Information
Management Division.

6.4.12 TRAVEL i OUT OF STATE & OVERNIGHT TRAVEL
All out of state or overnight travel requires advance authorization by the Chief of

Police or his designee. Travel by Department employees is defined as a business
trip or attendance at a convention or business meeting which:
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1 Has a public or municipal purpose, the aims of which are reasonably calculated
to aid the Department in the attainment of its objectives; and

1 Requires expenses fort r ansportation to any | ocati on
round trip travel from this City. One day, round trip travel may be approved by
the employeebs Bureau Chi ef

1 Requires expenses for overnight lodging and meals

Types of travel are defined as follows:

1 Conventions i A convention is defined as a regularly recurring conference of
the membership of a professional, technical, fraternal or other organization in
which the subject matter broadly relates to Department operations

1 Business Meeting i A business meeting is defined as an advisory committee
session or other gathering in which the subject matter broadly relates to
Department operations

NOTE: This definition includes, but is not limited to, training activities,
conferences, panels, seminars or workshops on specific City problems; and
appearances before judicial, quasi-judicial or legislative bodies.

91 Business trips i A business trip is defined as travel for other than a convention
or business meeting; the purpose of which is of immediate concern to
Department operations

1 Extradition of Fugitives

NOTE: This definition includes investigative travel (i.e., criminal investigation)
and operations travel (i.e., recruiting, real estate and grant negotiations and the
observations of activities of other law enforcement agencies)

All requests for out-of-state and overnight travel shall be submitted in advance on
the memorandum titled, fAiRequest for Out of S
include the following:

Name of traveling employee

Dates and number of days involved

Purpose of travel

Destination

Mode of transportation to be used

Authority financing the travel

A statement of sufficient funds have been allocated for the travel

A statement that the travel has been budgeted by the Department; or is being
financed by another agency

If another agency is financing the trip, a statement that the trip is in the best
interest of the City
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NOTE: Requests for non-budgeted travel for business meetings and business
trips shall include a statement that the trip is of benefit to the City.

Procedure

1 Obtain a written advance authorization from the Chief of Police or his designee
by completing the fAiRequest for Out of State
(PD form 2250.005)

1 A request for travel other than investigate should be submitted 30 days prior to
departure

1T Requests for travel on a Di st rof-state Attorn
extradition or other requests for investigative travel should be submitted as
soon as possible, but must be authorized by the Chief of Police or his designee
prior to departure

6.4.13 TRAINING/TRAVEL REIMBURSEMENT

1 City regulations require original receipts for reimbursement of all training/travel
expenses. Al l receipts shall be submitted
paper. Receipts shall be in chronological date order with the meal, either
breakfast, lunch or dinner, clearly identified. Reimbursement requests shall be
submitted within 14 days of course completion. Budget staff reserves the right
to return to the employee sloppy or incomplete reimbursement packages.

1 Rental vehicle shall be pre-authorized by your Bureau Chief in writing and
submitted with training requests

T At the close of the course, the fAEvaluati
completed

1 All forms, receipts and a copy of your training certificate from the course shall

be submitted to the Training Reimbursement Coordinator in the Budget Section

Tip and alcohol expenses are not eligible for reimbursement

Air Travel i Airline tickets shall be obtained throughthe De par t ment 6 s Budg:¢

Section, Training Reimbursement Coordinator. Employees shall not make their

own arrangements

1 Allow 21-working days from submittal of reimbursement package to the Budget
Section for reimbursement check

= =4

Cancellation Policy

Cancellation of course attendance must be authorized in writing by a Bureau
Deputy Chief or Manager, and submitted to the Budget Section seven working
days prior to the course. If an employee cannot attend a course, every effort
should be made to send an alternate.

6.4.14 WATCH REPORT
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The Watch Report is a file consisting of memoranda of interest to all personnel or
multiple divisions, issued at the Division or higher level, containing information
relative to wanted persons, crime patterns, other incidents calling for police
attention, special notices, et cetera.

Items placed in the Watch Report file shall be typed on a long form memorandum
or covered by a long form memorandum addressed to the Watch Report and shall
be approved by the office or Division Commander of the Division from which they
originate. In the case of items that are of interest to the Department, but not
originated within a specific Division, it shall be the responsibility of the Watch
Commander to review and approve these items, by signature with photo number.

The Watch Report is a business document. Items that appear in the report should
be presented in a professional and business-like manner.

Notices of intent to employees such as retirement functions, funerals and notices
of employee organization functions should be limited to type of event, date, time,
location, and contact person.

The originator of all Watch Report items shall indicate in the body of the
memorandum how many days the item is to be read in the Patrol Watches.

All approved Watch Report items shall be routed via e-mail by the originator of the
report. The Records Division shall maintain a file of all Watch Reports items for
one year from the date of origin.

Each Department unit shall develop guidelines to ensure that all their personnel
receive Watch Report information in a timely manner.
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6.5 JAIL OPERATIONS i BOOKING AND CUSTODY
Revised February 7, 2019
The Support Bureau will have audit responsibility.

6.5.1 BOOKING PROCEDURES
Revised February 7, 2019

Officers booking an inmate into the Long Beach Police Department Jail shall
complete the Arrest and Booking Information Form (PD 4102.013(A)). Officers
shall submit the Arrest and Booking Information Form prior to completing a
Probable Cause Declaration (ePCD). The Booking Sergeant will provide the
Booking Number required for the ePCD to be completed. The arresting officer is
responsible for ensuring that the inmate is booked for the correct charge level.

At no time is an inmate to be left alone by the arresting officer. The arresting officer
is responsible for the inmate until the inmate is released to the custody of Jail
Division personnel.

All inmates shall remain handcuffed while in Booking except during the routine
removal of property for booking purposes or when deemed medically necessary
by Jail Medical Staff.

Only employees assigned to Booking are allowed behind the Booking Desk, unless
authorized by the Booking Sergeant.

Arresting officers shall inform the Jail Nurse and Detention Officers of any pertinent
information regarding an i nmatighesamatedsnt al and
sick, has been injured in anyway, or is suicidal) as soon as possible.

6.5.1.1 BOOKING AREA AND TUNNEL SECURITY
Revised February 7, 2019

The Booking Desk and the access tunnel to the Booking Desk are secure areas.
The general public and the news media are prohibited from entering these areas
unless authorized by the Watch Commander or another member of the Command
Staff.

Command Officers who authorize entry into these restricted areas shall notify the
Watch Commander and the Booking Sergeant of the authorization and shall either
accompany or arrange for a member of the Department to escort the visitor. The
Department escort shall remain with the visitor while in the restricted area and until
the visit is terminated.

6.5.1.2 BOOKING ON WARRANTS
Revised February 7, 2019
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When an inmate is arrested for an outstanding warrant, whether misdemeanor or

felony and the warrant is not an exact match to the inmate, the warrant must be
verified through t hlefore themianmat Gssbooked fogther pr i nt s
charges.

The Booking Clerk will verify the warrant at the time of booking. If the warrant
cannot be verified by computer check, fingerprints are sent to the fingerprint
classifier for verification.

In the rare event that an inmate is sent to County Jail without having cleared
Livescan, the County will add charges as needed.

If an inmate is booked on an open charge, a warrant charge will not be added
unless the warrant is an exact match or is verified by fingerprints. Livescan does
not verify warrants that are already added to the booking sheet, therefore any
warrant that is not an exact match shall be verified first by fingerprints before being
added as a booking charge.

The Booking Sergeant is responsible for verifying any and all charges added to the
booking sheet.

6.5.1.3 HOLDING CELL USE
Revised February 7, 2019

The holding cell in booking is a temporary housing cell and shall be used only

during the initial booking process. Inmates may be placed in the holding cell at the

discretion and approval of the Booking Sergeant. This may occur if an inmate

displays any of the following behaviors:

1) Poses a threat to the safety and security of the facility;

2) Poses athreat of escape;

3) Presents a threat to themselves or others, including inmates threatening
suicide;

4) Assaults officers or others; or

5) Is uncooperative or disruptive during the booking process.

Officers utilizing the holding cell will adhere to the following procedures:

1) The Booking Sergeant must be notified when an inmate is placed in or
removed from the holding cell;

2)  All lights must remain on while the holding cell is occupied;

3) Holding cell doors are to remain locked at all times;
- The key for the holding cell will be kept with the Booking Sergeant when

the cell is not in use;

4) All inmates placed in the holding cell shall be restrained at all times;

5) Male and female inmates should not be housed in the holding cell together;

6) Officers placing inmates into the holding cell must maintain constant visual
supervision over the inmate.
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6.5.1.4 RESTRAINT CHAIR USE
Revised February 7, 2019

The restraint chair should be considered as an option only when an inmate meets
the following criteria:

1) Displays behavior resulting in the destruction of property; or

2) Reveals intent to cause physical harm to self or others.

The restraint chair can be used in conjunction with the placement of inmates in the
holding cell. Employees shall adhere to the Jail Standard Operating Procedure
Chapter 15 when using the restraint chair.

6.5.2 IMMIGRATION AND CUSTOMS ENFORCEMENT (ICE)

ADMINISTRATIVE WARRANTS
Revised November 14, 2019
The Support Bureau shall review this policy on a three-year review cycle.
Review date November 14, 2019

6.5.2.1 DEFINITIONS
Revised November 14, 2019

ICE administrative warrants or detainers i ICE uses administrative warrants as
a request for local law enforcement agencies to detain an individual until ICE
responds and takes custody of the individual for the purposes of immigration
proceedings. ICE administrative warrants that are entered into the National Crime
Information Center (NCIC) database may appear when officers conduct a
want/warrant check of an individual.

6.5.2.2 ASSISTANCE WITH FEDERAL IMMIGRATION LAW
Revised November 14, 2019

Department personnel shall not detain an individual in response to a hold request
or administrative warrant issued by ICE. Upon receipt of an ICE hold request,
Department personnel shall provide the individual and his or her representative
with TRUTH Act Form #2 ICE Request indicating that LBPD does not intend to
comply with the hold request.

Department personnel shall not assist in the enforcement of federal immigration
law unless a valid exception exists as listed in LBPD Manual § 6.5.2.4
EXCEPTIONS.

The Department of Homeland Security (DHS) 287(g) program refers to an ICE
initiative which allows a state or local law enforcement entity to enter into a
partnership with ICE, under a joint Memorandum of Agreement (MOA), to receive
delegated authority for immigration enforcement within their jurisdictions. The
LBPD does not participate in the DHS 287(g) program.
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Prior to responding to a specific request by ICE when they are conducting
immigration related enforcement for law enforcement support services, such as
traffic control or peacekeeping efforts during a federal operation, officers shall
receive approval from the Watch Commander. In the event of an immediate threat
to public safety, such approval is not required.

6.5.2.3 INQUIRIES INTO PLACE OF BIRTH, CITIZENSHIP OR

IMMIGRATION STATUS
Revised November 14, 2019

Depart ment personnel shall not i nqui

citizenship, or immigration status unless the information is:

1 Necessary for furthering a criminal investigation;

1 Needed for processing an arrestee for a criminal offense or directly related to
any other law enforcement or employment purpose unrelated to immigration
enforcement;

1 Required for providing services to victims of certain crimes (U-Visa) or victims
of human trafficking (T-Visa); or

1 Authorized to be collected under federal, state, or local law or policy.

6.5.2.4 EXCEPTIONS
Revised November 14, 2019

An LBPD employee shall not assist in the enforcement of federal immigration law

except under one or more of the following circumstances:

1) Making inquiries into information that is required to certify an individual who
has been identified as a potential crime or trafficking victim for a T- or U-Visa
pursuant to 8 USC § 1101(a)(15)(T) or 1101(a)(15)(V), or to comply with 18
USC § 922(d)(5).

2) Required by state or federal law, or by a valid judicial warrant or subpoena.

3) Conducting enforcement or investigative duties associated with a joint law
enforcement task force, including sharing confidential information with other
law enforcement agencies for task force investigative purposes, provided that
such participation follows state law and:

a) The primary purpose of the joint task force is to enforce non-immigration
related criminal violations, and the LBPD duties are primarily related to
violation of state or federal law unrelated to immigration enforcement.

4) Investigating, enforcing, or detaining upon reasonable suspicion of, or
arresting for, a violation of unlawful re-entry of removed aliens whose removal
was subsequent to a conviction for an aggravated felony, per 8 USC §
1326(a) and 1326(b)(2).

5) Transfers to ICE.

a) Transfers are only permitted under the following circumstances:

I. When authorized by a signed judicial warrant or judicial probable
cause determination, or

ii.  When the individual meets any one of the conditions set forth in
Government Code § 7282.5(a):
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6)

7

8)

9)

1. Convicted at any time of a serious or violent felony (defined in
1192.7(c), or 667.5(c) of the California Penal Code).

2. Convicted at any time of a felony that is presently punishable
by imprisonment in state prison.

3. Convicted within the past 15 years of a felony listed in
Government Code 8§ 7282.5(a)(3), or within the past 5 years
of a wobbler (a crime punishable as either a felony or a
misdemeanor) listed in Government Code § 7282.5(a)(3).

4.  Anindividual that is currently on the California Sex and Arson
Registry.

5. An individual has been convicted of specified federal
aggravated felonies identified in 8 USC § 1101(a) (43) (A)-(P).

6. Anindividual identified by ICE as the subject of an outstanding
federal felony arrest warrant for any federal crime.

b) Upon receiving any detainer request from ICE, LBPD shall provide the
individual and his or her representative with TRUTH Act Form #2 ICE
Request, which shall specify whether LBPD intends to comply with the
request for transfer.

Responding to a request from federal immigration authorities for information

about an individual és <cri minal hi

convictions, or similar criminal history information obtained through CLETS
only where permitted by State Law.

Providing informatonr egar ding a personds r el

requests for notification by providing release dates or other information only

if:

a) One of the following applies:

I. The release date or other information is available to the public,

ii. Isinresponse to a notification request from immigration authorities
regarding persons meeting one or more of the criminal background
conditions specified under Government Code § 7282.5(a)-(b),

iii.  When otherwise required by law, or

iv. In accordance with existing City regulations; and

b) LBPD complies with the California TRUTH Act as follows:

i. If LBPD receives an ICE notification request to provide release date
information, it must provide the individual and his or her
representative TRUTH Act Form #2 ICE Request, which shall
specify whether LBPD intends to comply with the request; and

ii.  Where LBPD does provide ICE with natification that an individual
is being, or will be released on a certain date, it must also provide
the individual and his or her representative TRUTH Act Form #3
Notification of Release to ICE.

Providing personal information, as defined in Civil Code § 1798.3, about an

individual, provided that the information is available to the public.

Providing immigration authorities access to interview an individual in

Department custody once the LBPD has complied with the California TRUTH
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Act by providing the individual with TRUTH Act Form #1 Consent to Interview
with ICE.

6.5.2.5 NO CONFLICT i FEDERAL POLICY
Revised November 14, 2019

This policy does not prohibit or restrict any LBPD employee from sending,
receiving, requesting, maintaining, or exchanging information regarding citizenship
or immigration status of an individual to/from federal immigration authorities or any
other federal, state or local entity, in accordance with 8 USC 88 1373 and 1644.

6.5.3 SEARCHING INMATES
Revised February 7, 2019

It shall be the responsibility of the arresting or transporting Officer to search their

inmate, remove all property, and make a complete inventory of the i nmat e d s
property (including bags, backpacks, and purses) on the Booking or Property form.
Arresting or transporting Officerss hal | al so be responsi ble for
property while at the Booking desk.

Such searches shall not include personal are
as those types of searches will be handled by Jail personnel if warranted.

Nothing in this section shall preclude an Officer from retrieving a weapon or
perceived weapon from an inmateds personal a

|l nstances where an Officer cannot reasonabl
be communicated to Jail personnel, so the property can be removed during the
intake process.

6.5.3.1 PRI SONER6S PROPERTY
Revised February 7, 2019

Of ficers will pl ace prisoneros property in
complete the Property Inventory section on the Arrest and Booking Information
Form.

Prisoner 0s qoesonptditrirtoythe plasactbag shall be inspected and
searched as appropriate, and if feasible placed into large, brown paper bags. The
bag(s) or property shall be placed into the appropriate bulk property location with
the appropriate property report filed. Entry to this effect shall be made on the Arrest
and Booking Information Form as well as on the bulk property log.

Inmates will not take any money to the jail floors. All money will be counted and
placed into a money envelope. Officers will legibly write their name, DID and the
i n ma bosking number on the money envelope. The envelope will be given to
the Booking Sergeant or placed in the money safe next to the Booking window.

165|Page
Return to the TABLE OF CONTENTS



http://uscode.house.gov/view.xhtml?req=(title:8%20section:1373%20edition:prelim)
http://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title8-section1644&num=0&edition=prelim

MANUAL of the Long Beach Police Department JAIL OPERATIONS

| n ma shedases will be removed and placed into the plastic property bag. All
prescription and over-the-counter medication will be placed into the plastic bag.
Officerswi | | not take inmatlalés medication into t

Additional charges, which may result from evidence uncovered during the search,
shall be added to the Arrest and Booking Information Form.

6.5.3.2 RELIGIOUS HEAD COVERINGS
Revised February 7, 2019

If an inmate is wearing a religious head covering, all reasonable efforts shall be
made to allow this practice, except where safety and security concerns dictate
otherwise. Dur i ng i ntake, or whenever the removal
covering is necessary, officers shall make every reasonable effort to abide by the
following procedures:
1) Utilize Jail personnel of the same gender as the inmate during removal;
2) Keep the inmate out of the view of others, including uninvolved staff;
3) Allow the inmate to remove the religious head covering; staff may pat down
the head covering prior to removal.

While in custody, approval of the wearing of religious head coverings will be at the
discretion of the Booking Sergeant. A religious head covering will be permitted
except where removal or confiscation is reasonably required due to security or
safety issues. If the retention of the religious head covering is approved, the article
shall be searched, in accordance with the procedures above, and returned to the
inmate. The inmate shall be allowed to reapply the head covering at the earliest
practicable opportunity and before leaving the private area.

All religious head coverings shall be searched and remain subject to search while
the inmate is in custody. Any item that may pose a threat to the safety or security
of the facility or that may potentially cause harm to the inmate or others shall not
be allowed.

In the event an item is not allowed, the reason will be explained to the inmate and
documented in the i nmatBeadkisgSergeanki ng record by

6.5.3.3 STRIP SEARCHES AND VISUAL BODY CAVITY SEARCHES
Revised February 7, 2019

All persons, except for physicians or licensed medical personnel, conducting or
otherwise present during a strip search, or a visual or physical body cavity search
shall be of the same sex as the person being searched.

Persons conducting a strip search, or a visual body cavity search shall not touch

the breasts, buttocks, or genitalia of the person being searched.
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In some instances, an arresting officer may request a strip search of an inmate

that does not fit the criteria per 4030(F) PC (i.e. misdemeanor or infraction arrest).

The following must exist to facilitate such a search:

1) There must be a reasonable and articulable suspicion that the inmate is
concealing contraband or a weapon;

2) Officers must complete the Authorization to Strip Search Form, which is
available from the Booking Sergeant.

3) Officers shall provide written justification on the form articulating the reason
for the request.

4) The Authorization to Strip Search Form must then be approved by the
Booking Sergeant.

Once the strip search has been completed, the Authorization to Strip Search Form
shall be attached to the inmateds paper wor k.

6.5.4 DETENTION OFFICERS - USE OF CHEMICAL AGENTS
Revised February 7, 2019

All Detention Officers, once trained and certified, are authorized to carry and use
chemical agents.

Chemical agents will only be used to control violent combative persons. It may be
used at an officer 6s doffceryoeinnmatesisawibsaer e t he s a

It is not the intention of this policy to limit the use of chemical agents only to inmates
who are outside of a cell or dayroom area. There are occasions where the use of
chemical agents through the bars is acceptable, such as, but not limited to a fight
between inmates where great bodily injury may occur.

The following procedures will be adhered to after chemical agents have been used:

1) Everyone exposed shall be treated by the on-duty Jail Nurse, or in the
absence of the nurse, transported to the contract hospital;

2) Anincident report shall be filed in the automated reporting system with "Use
of Force" noted on the first line;

3) The involved employee shall notify their supervisor;

4) The supervisor shall notify the Booking Sergeant;

5) The Booking Sergeant shall notify the Patrol Watch Commander;

6) The Detention Supervisor shall enter the incident in the Jail Tiburon Daily Log;

7) All reports shall be forwarded to the Booking Sergeant for review;

8) Detention Officers should file supplemental reports to the original arrest report
with additional charges if necessary.

9) Any use of force resulting in additional charges filed on an inmate requires a
new DR to be filed by a Patrol Officer.

6.5.5 MEDICAL RECORD FOR IN-CUSTODY PERSONS
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A fAMedi cafor PRrecosoin-dust odyo form (PD Form 210
completed by arresting or transporting officers any time a person in-custody (or

person to be taken into custody) is examined or treated by a physician or hospital

outside of the Department Jail.

Procedure

All officers transporting a prisoner for examination by a physician, whether from jail
after booking or subsequent to arrest and prior to booking, shall adhere to the
following:

1 Prepare a copy of the Long Beach Police Departme n t nMedi cal Recor
Persons in Custodyo form

A hospital employee shall complete the second portion of the report. The

information is self-explanatory and may be typed or printed on the form

1 The third portion of the report is to be completed and signed by the physician
who actually examines the person in custody. The physician, prior to the
patient leaving the medical facility, must complete this part of the form. A copy
of the hospital emergency report of the in-custody person shall be requested
and submitted with all other related reports

1 When booking the injured person, or transporting someone already booked
back from the hospital, the medical report shall be shown to the Booking
Supervisor. The supervisor shall review, initial and write his/her photo number
on the medical report if the booking is approved. The medical report shall be
taken, with the prisoner, to the Jail for review by the Jail Supervisor. If the Jail
Supervisor approves the booking, or readmitting of a person already booked,
he/she shall initial and write his/her photo number on the medical report for
injured persons

1 The form should accompany the prisoner to the Long Beach Jail and remain
there to be completed by the jail physician. The Jail Division will forward the
foomto t he I nformation Management Division t
file

If the prisoner is not kept in LBPD custody, and instead is released to another
agency, this report should be included with reports, which are filed on the prisoner
and forwarded to Information Management. A copy of our form should be made
and left with the facility the prisoner is released to so the prisoner can receive
consistent continuing treatment.

6.5.5.1 RELEASE & SECURITY OF JAIL PRISONERS FOR EMERGENCY
MEDICAL TREATMENT

No prisoner shall be transported from the Jail for medical reasons without the
knowledge and consent of the watch commander. The watch commander shall be
responsible for providing security for paramedics transporting a prisoner and for
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determining if the prisoner should be released on his/her own recognizance or
remain in custody with appropriate security measures in effect.

Procedure

When a prisoner is in need of immediate medical attention, any employee
observing such a condition shall immediately notify paramedics and a jail
supervisor. A prisoner shall be considered in need of immediate medical attention
when:

1 An intoxicated prisoner does not react in a normal manner after two hours
91 A prisoner is found unconscious
1 A delay in medical treatment might result in further complications

When a jail supervisor becomes aware that a prisoner is in need of immediate

medical attention, the jail supervisor shall ensure that paramedics have been

called and shall immediately notify the watch commander.

The watch commander, upon notification, shall immediately assign an officer to

respond to the jail to provide security in the event the prisoner is transported from
jail, and to keep him/ her apprised of the

In the event that the prisoner needs outside medical care, paramedics will
determine the means of transportation.

1 If the prisoner is to be transported by paramedics, the officer shall provide
security by accompanying the prisoner to the paramedic van

1 If paramedics determine they will not transport, the officer will transport the
prisoner to the hospital

The watch commander shall review the condition of the prisoner and consider
releasing the prisoner from custody on his/her own recognizance. The watch
commander at his/her discretion may elect not to release the prisoner, in which
case an officer must be assigned to guard the prisoner at the hospital until such
time as the prisoner can be transported to a security medical facility.

It is the watch ¢ omobliow-epradensuretsepatenss ofbi | 1ty
a prisoner in need of medical treatment, prior to leaving at the end of the shift.
Delegation of this task does not relieve the watch commander of this responsibility.

Aspects to be considered relative to an OR or 849(B) (2) release include, but are
not limited to, the following:

Does the prisoner require extended medical examination or care?
The nature of the charges; i.e., misdemeanor, felony, or warrant
Was the prisoner able to provide satisfactory identification?

Is there a reasonable likelihood that the offense would continue?

= =4 -4 -
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1 Would the safety of persons or property be imminently endangered if the
prisoner were released?

1 Is there reason to believe that the prisoner would not appear for Court at the
time and place specified, if released on his/her own recognizance?

The watch commander shall make every effort to make a decision as to whether
or not to release the prisoner, prior to the prisoner being transported from jail.

6.5.5.2 MEDICAL TREATMENT 7T ADULT ARRESTEES
Revised September 11, 2008
The Support Bureau has audit responsibility.

Jail Division Responsibilities

The Jail nurse shall medically screen all incoming prisoners prior to the completion
of processing. The actual acceptance or rejection of a prisoner is delegated to the
Jail Supervisor or on-duty nurse. (See Jail Division Policy 8.100, Section 1 i
Medical Responsibility). The Jail supervisor shall record all significant medical
problems in the Jail Division logbook to apprise other personnel in the Division of
immediate of potential problems. Required Jail inspections will be completed to
provide adequate monitoring of each inmate.

Transportation to Medical Facilities

Injured prisoners, mentally unstable individuals (5150 WIC), and violent PCP
prisoners, et cetera, may require transportation to County medical facilities outside
the City. These individuals shall be transported to medical facilities in police
vehicles when feasible. If these individuals require ambulance transport, police
officers shall follow the procedures as outlined below.

1 Paramedics shall be called to evaluate and transport from the scene or Jail to
a local hospital if necessary, it will be the option of the paramedics to request
a private ambulance be called for transportation

1 If the patient is medically stable for transfer, and is charged with an offense that
precludes an RNB (i.e. 187, 261, etc.) the referring hospital shall place the call
to MEDICAL ALERT CENTER (MAC), telephone (213) 226-6697, advising
them of the name of the patient in custody and requesting transfer. The hospital
shall also provide MAC with the arresting offi cer 6 s name, badge nunm
jurisdiction. After MAC accepts the transfer, they will dispatch a private
ambulance under contract with the County. A police officer must accompany
the prisoner in the ambulance. The officer must arrange for their return
transportation

1 Police, paramedics or an ambulance must transport adults who are under the
influence of PCP and exhibit violent behavior to a local hospital. A continuation
of unruly and violent behavior at the hospital shall require transport to the LASD
Main Central Jail by LBPD personnel
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6.5.6 HANDLING OF VIOLENT, ON PHENCYCLIDINE (PCP)
PRISONERS

The majority of persons arrested for being under the influence of PCP are
controllable. The violent offender, however, presents a danger to himself/herself
as well as those he/she may come in contact with.

All adults under the influence of PCP who are acting in an unruly and violent
manner shall be medically treated at a local hospital and once cleared, shall be

booked directly into either the Los Angeles Sheri f f 6 s Depart ment

Central Jail, or Sybil Brand Institute for Women. Juveniles shall be taken to Unit 3
at USC Medical Center. All prisoners taken to these facilities must meet the unruly
and violent criteria. If the prisoner does not appear to have all the classic
symptoms of PCP ingestion as described in Training Bulletin #89, he/she shall
have a medical examination from the nearest medical facility prior to
transportation. Arresting officers must have the approval of a field supervisor prior
to transporting a prisoner to any of these facilities.

Notification

In the case of an adult, the field supervisor will notify the Communications Center
and the Communications Supervisor will notify the appropriate jail with an
estimated time of arrival. The LASD Main jail telephone number is (213) 974-4921;
the Sybil Brand telephone number is (213) 267 2611.

When the arrested party is a juvenile, the field supervisor will notify a Youth
Services Supervisor who will notify the Probation Intercept Officer on-duty and Unit
3 at USC Medical Center, telephone number (213) 226-5584.

Transportation

Arresting officers shall transport the violent PCP prisoner to the appropriate facility
when possible. Paramedics shall transport only in those instances when it is
mandatory that the prisoner be completely immobilized by strapping the prisoner
to a cot or similar device. Approval for such transportation must be obtained
through the Fire Deputy Chief on-call.

6.5.6.1 INJURED PRISONERS UNDER THE INFLUENCE OF PCP

Any violent, injured adult prisoner under the influence of PCP shall be taken to the
USC Medical Center Jail Ward and shall not be taken directly to the County Jail.
An injured juvenile, 16 years of age or older, shall be taken to the USC Medical
Center Jail Ward. The Communications Supervisor will notify USC Medical Center
Jail Ward when an adult is involved. When a juvenile is involved, the Youth
Services Section will make the notification.
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When the juvenile is 15 years of age or younger, Youth Services will notify the
Probation Intercept Officer who will assist in obtaining a court order that will permit
the juvenile to be booked at USC Medical Center Jail Ward. If an Intercept Officer
is not on-duty, Youth Services will call the Central Juvenile Hall Intercept Officer at
telephone number (213) 226-8506 for assistance. The arresting officers and the
field supervisor should give every consideration to releasing the juvenile to his/her
parents when this is an appropriate dispositon. A fiRel eased Not
arrest report must be filed if the Juvenile is released to his/her parents.

Location of Facilities & Responsibilities

1 Twin Towers i 450 Bauchet Street, Los Angeles
o North on the Long Beach Freeway to Santa Ana Freeway; North on
Vignes Street (Downtown Los Angeles); North to Bauchet Street
1 Officers shall drive to the ambulance entrance on the north side of the complex
and park as near to the door as possible. They shall enter the premises through
the ambulance entrance with the prisoner. Jail personnel shall assume charge
of the prisoner at that time. Officers shall stay in the sally port until Jail
personnel return their handcuffs or restraints to them. Transporting officers
shall complete the required forms prior to returning to Long Beach
1 USC Medical Centeri 1200 North State Street, Los Angeles, Jail Ward, phone
#213 226-4563
o North on Long Beach Freeway to San Bernardino Freeway; westbound
in second lane from right; exit State Street northbound into hospital
complex, right turn on Zonal Avenue to Guard house

Officers shall place their handguns inside the gatehouse at the entry gate. Their
shotgun shall be firmly locked in its rack within the vehicle. When the gate opens,
the officers shall drive to the "Reception" entrance and park as near to the door as
possible. Jail Deputies will come to the vehicle and remove the subject. Officers
shall accompany the Jail Deputies to the third floor of the facility. The booking
information will be completed by the officers in the "Reception” area prior to their
return to Long Beach. When the prisoner is a juvenile, the arresting officers must
then leave the hospital complex and drive to Central Juvenile Hall at 1605 East
Lake Avenue, which is located behind the hospital complex. At Central Juvenile
Hall, the officers must complete entrance papers before returning to Long Beach.

6.5.7 RE-ARRESTING OF IN-CUSTODY PRISONERS
POLICY

Any prisoner who is charged with committing an offense while in-custody shall be
rebooked under a new booking number. The prisoner will be charged with the
offense committed while in-custody and the additional charge of 653.75 C.P.C.
shall be added to indicate an in-custody arrest. In addition, all warrant and non-
warrant charges will be transferred to the new booking number as added charges.
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Booking Employee Responsibility

The new booking f or m sBeoto ksi hnaglol wh et hs tnghnep eod i figR
number and arrest package number cross-referenced on each page of the booking
form set.

Any warrant abstract added to the new booking form set will have the original
booking number lined out with a single line and the new booking number written in
above it. Copies of these changes will be forwarded to the Warrant Detail.

Filing Officer Responsibilities

1 File a supplemental report to the original arrest package cross-referencing all
booking numbers and arrest package numbers.

1 Ensure the Investigat or 6 s bl ue copy of the booking f
placed in the in-box of the Detail handling the original booking, located in the
Information Management Division.

Senior Records Clerk Responsibility

1 Ensure rebooking entries are entered into RMS and all cross-references are
made between the original and new arrest package numbers and booking
numbers.

1 Ensure fingerprint cards are sent to the Department of Justice (D.0.J.), if
necessary.

Bailiff Responsibility

Bailiff personnel will ensure only the new booking number appears on all remands,
release papers, and commitments.

Investigating Detail Responsibility

Two copies of the new booking sheet will be provided to the Detective Bureau: one
copy to the Detail handling the original case and one copy to the Detail handling
the new case. It will be the responsibility of the Detail Sergeants to determine
which Detail will handle and file both cases.

6.5.8 BAIL DEVIATION
If a determination has been made to increase, decrease, or eliminate the need for

the posting of bail, the Los Angeles Superior Court, Pre-trail Services Unit, has
recommended the following procedures.
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T To initiate a bail deviation, complete a il
Bai |l Schedul eo, PD Form 4102.010 (8/79)
1 Telephone Pre-trial Services Unit, at (213)974-58 21, or the District

Command Post (24-hours), at (213) 974-3607
1 Inform the representative of your requirement, bail increase, bail decrease, or
the need to eliminate bail. Be prepared to provide the following information:
- Name of suspect
- Booking number
- Charges
- Specific reasons for the Request of Bail Deviation

After Pretrial Service has received authorization from the Commissioner for a balil
deviation, they will generate a Notice of Bail Deviation by Teletype to the
Department . This is the officerds authori za
the request is granted and will record the name of the Judge/Commissioner
granting the request on the Request for Bail Deviation from Felony Bail Schedule.

Procedure
Felony & Misdemeanor Suspect

The original Teletype authorizing bail deviation and the original Bail Deviation form
will remain with the Booking Supervisor.

A copy of the Teletype authorizing bail deviation and a copy of the Bail Deviation
form will be included with the arrest report.

A copy of the Teletype authorizing bail deviation and the Bail Deviation form will
be placed in the suspectodés property.

Booking Supervisor

Upon receipt of the Teletype authorizing bail deviation, notification shall be given
to personnel assigned at the Information Desk and Jail Division.

The Teletype authorizing bail deviation and the Bail Deviation form will be routed
in the same manner as a bail bond.

Detectives

Upon receiving a case package, including the Notice of Bail Deviation, be sure that
each package of report copies includes a copy of the record of bail deviation. The
record of bail deviation includes a copy of PD Form 4102.010 (8/79) and a copy of
the related Teletype.
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It is important that all report packages delivered to the District Attorney or the City
Prosecutor include a complete record of bail deviation.

Watch Commander

As provided in Section 810 PC, an incarcerated person has the right to request
bail deviation.

Upon receipt of a request for bail deviation made through the court system, a court
appointed Bail Deviation Officer would contact the watch commander.

6.5.9 CERTIFICATE OF RELEASE

TO comply with the requirements of California Penal Code Section 851.6 entitled,
ARELEASED AFTER ARREST WI THOUT A WARRANT {
DETENTI ON WHEN NO FORMAL CHARGE | S MADE, 0 th
shall be followed:

1 When an individual is ARRESTED and BOOKED by a member of this
Department, and is later released with no criminal charges filed, in compliance
with 849(b)(1) or 849(b)(3) of the California Penal Code, he/she SHALL be
i ssued a fCertificate of Release Form: (PD
1 The detective assigned to the case shall complete the Certificate of Release
Form, sign the form, and personally deliver it to Booking Desk personnel. The
detective will then complete the Booking Desk procedure authorizing the
individual 6s rel ease
1 Booking Desk personnel shall place the Certificate of Release Form in the
prisonerd6s property envelope and deliver
his/her property
T The det ect-upvreporsshall cohtdimtie following statement in the
narrative: fACertificate of Release issuedo
 When an individual is ARRESTED and is RELEASED, NOT BOOKED, and
demands a Certificate of Release Form (PD Form 300.06), the form shall be
issued by the Arresting Officer
1 The Arresting Officer shall complete the Certificate of Release Form, sign it and
give it to the subject
1 The Arrest and RNB Information Form shall include the following statement in
the narrative: nCertificate of Release 1iss

6.5.10 IN-CUSTODY RELEASE/WRITTEN PROMISE TO APPEAR
CITATIONS/OWN RECOGNIZANCE (OR) RELEASE

Arresting officer will check the applicable space on the 853.6 PC compliance
section of the AArrest/ RNB I nformation For mo

175|Page
Return to the TABLE OF CONTENTS




MANUAL of the Long Beach Police Department JAIL OPERATIONS

The booking sergeant will assure the appropriate space is checked on the 853.6
PC compliance section of the Arrest/RNB Information Form.

Jail personnel will advise the prisoner of the possibility of a citation release. If
qualified, the prisoner will sign a written promise to appear prior to being released.
The jailer will assist the arrestee in the completion of the citation release
information on the Bailiff/Detail copy. The prisoner will be fingerprinted and
photographed consistent with other prisoners. Upon completion, the information
will be sent to the Records Division with the completed Records Division copy and
the fingerprint cards.

Records Division Responsibilities

Records Division personnel responsible for making the identification will forward
the Citation Release form to the jail supervisor with the following: a copy of the
arresteeds blue arrest face sheet, d.
If the arrestee has no local record, a notation will be made on the Citation Release
Information form.

Jail Supervisor Responsibilities

The jail supervisor SHALL review the Citation Release form, arrest information
and the arrest e eisIftea indvidual &religibls, ttonsidering
criteria, and receives five points from the point system scale sheet, the jail
supervisor shall authorize the Citation Release. The authorized release card will
be forwarded to the Booking Desk for routine release processing, with an approval
noted on the Bailiff/Detail copy. It should be noted that when housing space in the
jail becomes critical, certain criteria may be waived and the release policy
liberalized with the approval of the jail supervisor. Reasonable effort should be
made to validate any citation release information furnished by the arrestee.

Citation Release Criteria: Release will not be executed if one or more of the
following conditions exist:

1 The safety of the arrestee or others may be jeopardized by the release, where
the arrestee may return, or there is reasonable likelihood that the cause of the
arrest or offense will continue or resume. This includes offenses such as
11550(a)&(b) H&S, Under the influence of an Opiate or PCP; 647(B) PC,
soliciting for prostitution: and 647 (A) PC, Lewd Acts; 273.6 Domestic Violence;
violation of orders, and any Domestic Violence case where the victim is injured

1 If evidence indicates that the arrestee, if released, will commit any offense

causing injury to persons or damage to property

If the arrestee fails to properly identify himself/herself

If the arrestee refuses to sign the Promise to Appear

If the arrestee is unable to care for his/her safety or the safety of others by

virtue of intoxication or other conditions (release as soon as conditions permit)

= =4 -4
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If the arrestee demands to be immediately taken before a magistrate

If a reasonable likelihood exists that the arrestee will fail to appear in court as
promised

When the arrestee is charged with a violation of Section 23152 (Driving Under
the Influence of Alcohol) or 23153 (Combination of Alcohol and Drugs) of the
California Vehicle Code. The arrestee may be released when he/she has
regained sobriety

When the arrest is for a warrant

When the arrestee does not attain a minimum point score of five from the point
system scale sheet

When the prosecution of the offense or offenses for which the person was
arrested, or the prosecution of any other offenses would be jeopardized by
immediate release of the person

Disqualified Applicants

In the event that the arrestee does not qualify for release, the watch commander
will note the denial on the Release Card and forward it to the Booking Desk through
normal channels. The watch commander will also note the denial, and a brief
statement as to the reason, on the Bailiff/Detail copy, which will be forwarded to

the Records Division where it wi || be

folder.

Jail Personnel Citation Duties

T

il
il

When the Citation Release card arrives in jail, the jail officer will advise the
arrestee that they have been approved for a Citation Release and that they are

to sign a fACitation Release and Pr omi

If the arrestee desires to be released on a Citation Release, the jail officer will
complete the form according to the current Bail/Appearance schedule. The jall
officer will complete the form according to the current Bail/Appearance

schedul e. The jail officer wiadalpromisee n

to appear

fi

S e

Wi

The jail officer will give the arrestee

court copy to the Records Division
The arrestee will be released following routine release procedures
Military arrestees are eligible to the military authorities upon release

6.5.10.1 CITATION RELEASE GRADING SHEET

Length of time resided at present address:

1
1
1

Over one year 3 points
Over six months 2 points
Four to six months 1 points
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Length of time resided in the State (Award only of no point given for established
residence)
1 Over one year 1 point

Length of time employed by present employer

1 Current job over one year 3 points
1 Current job over six months 2 points
1 Current job three to six months or supported by family 1 point

Marital Status

1 Married 2 points
1 Divorced or single 1 point
1 Separated 0 points
Dependents

1 Two or more children under 18 years 2 points
1 One child under 18 years 1 point
Prior arrests

1 No previous arrest 2 points
1 One misdemeanor arrest 0 points
1 Two misdemeanor or one felony -1 point
1 Three misdemeanor or 2 felony -2 points
1 Four misdemeanor or 3 felony - -3 points

A total of five points are required for release.
6.5.11 PRISONER COST RECOVERY PROGRAM

Implementation of the Prisoner Cost Recovery Program will allow the Department
to assess a fee to individuals participating in the Court Commitment i Community
Service Program. Under the program, individuals sentenced by the Long Beach
Municipal Court for driving under the influence and public intoxication, will provide
custodial and maintenance functions for the Department including Civic Center
grounds maintenance and detailing of police vehicles. Females assigned to this
program will be confined tothe Wo mendés Jai | and wil |
domestic assignments. Individuals who cannot perform manual labor will not be
accepted into the program. Security Officers assigned to the Fleet Services
function will supervise participants.

General Policy

The Administration Bureau of the Department shall be responsible for
administering the Prisoner Cost Recovery Program as specified herein.

Program Guidelines
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Weekenders will initially report to the lobby business desk and pay the appropriate
assessment fee by cash or money order. The fee to cover the commitment will be
paid in advance of each weekend or day to be served. The individual will be given
two copies of his/her receipt. The individual is then authorized to proceed to the
basement booking desk for processing and fingerprinting of all
Weekender/Community Service participants. Processing into the weekender
program will not begin until after the number of days to be served is confirmed with
the number of days paid.

One receipt will be given to and maintained by Jail/Booking and the sentenced
individual will retain the second receipt.

Weekenders will report for work at the booking desk at 0500 hours each morning
and will be checked out at 1700 hours.

The parking lot Security Officer will supervise the work detail of all male
weekenders.

Female weekenders will work on the 4th floor under the direct supervision of the
female Security Officerinrduty i n the Womenoés Jai l

New weekenders will be booked into the computer system on their initial weekend.

On that weekend, the Records Division will provide a photograph of the weekender

to be attached to the attendance sheet. The
payment receipt, beginning and ending dates of commitment and case number will

be written on the attendance sheet. Booking desk personnel will complete this.

The weekender will sign his/her name on the first line of the attendance roster and

will place a right thumbprint to the right of their name. The Booking Desk Security

Offcer wil |l sign under the weekender6s signat.
right of the thumbprint. This roster will be maintained at the booking desk.

At the close of each day, the parking lot Security Officer will return the weekender
tothebookingdesk t o be rel eased. The weekender wi
his/her right thumbprint and the Booking Desk Security Officer will sign below. The
roster is time-stamped by the Booking Desk Security Officer who will maintain the
rosterinafile. Thi s fil e wil.l be kept at the Booking

The commitment from the court and the original booking slip will be maintained
with the weekender attendance roster at the booking desk.

At the completion of the sentence, the computer will be updated and all rosters will
be given to the Records Division for filing.

Jail Watch | Supervisor will be responsible for the following:
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1 Booking clerks will book into the computer system every new weekender and

fill out the weekender attendance roster. Complete the handwritten log of the

weekend commitment (name, booking number, Departmental Record (DR)

number, starting date, ending date, receipt and amount paid)

A Booking Desk Security Officer will fingerprint all weekenders as follows:

Flats (flat hand and fingerprints) on the back of the blue printout sheet (first day

only)

Print and time stamp the weekender attendance roster (daily)

Processed male weekenders shall line up in the booking tunnel along the south

wall; Female weekenders go directly to the 4th floor

1 Notify parking lot Security Officer when weekenders have been processed and
are ready for work. The parking lot Security Officer will assume control of male
weekenders. If needed, the parking lot Security Officer will supervise the lineup
of male weekenders in the booking tunnel

1 If a weekender fails to appear for a weekend, it will be the responsibility of the
watch | Booking Desk Sufbowi Weektoderepar ¢
and notify the Court via the Court Affairs Office. The attendance roster will be
delivered to the Records Division for filing

= =4
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Watch 1l Jail Supervisor will be responsible for the following:

1 Attaining additional fingerprints or photographs of the weekender, if requested.
Fingerprints and photographs will be prepared by 4th or 6th floor personnel

1 If the attendance roster does not have a photograph of the weekender, one
shall be secured from the Records Division and attached to the roster

Watch Il Supervisor will be responsible for the following:

1 Booking Desk Security Officer will checkout all weekenders

1 Print and time stamp the weekender attendance roster

1 Place the attendance roster into the weekender file to be kept at the Booking
Supervisorbds desk until compl etion of t he
commitment

1 At the completion of the sentence, the computer will be updated by Watch Il
Booking Clerks and all weekender paperwork will be forwarded to the Records
Division for filing

Records Division Procedures

Booking personnel will be responsible for ensuring that Records Division receives
the paperwork (blue booking sheet, attendance sheet and Court commitment) on
all first day weekenders.

The Records Division supervisor will assign a clerk to run each subject on the
PSIS, PHI computers and 3x5 card index file to obtain a Department Record (DR)
number and/or Main number.
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If the weekender has a Department Record Number:

T Pull DR and insert a red fiouto card with
date

1 Records Division Supervisor or Fingerprint Classifier will verify fingerprints

1 Records Division personnel will run a warr

front of the DR jacket. If warrants are found, the Booking Sergeant will be

notified. If warrants are not found, indicate onthefront of t he bl ue she
Wants/Warrants, date and last name of the employee who ran warrant check.

If warrants are found, indicate on the front of the blue sheet, Booking Sergeant

notified, date and last name of employee

1 Photograph mug will be stapled to the attendance roster

1 Write the DR # on the attendance roster

1 If subject does not have a Main number, request one local fingerprint card.
Fingerprint classifiers wildl i ssue a main
box

1 If subject has a DR# and a Main # , file in Aweekender o box i

1 A copy of the blue face sheet stating how many weekends to be served will be
placed in the DR and original paperwork will be returned to Booking

1 Do not type on Booking Control Log unless Main # is issued

1 A conversion sheet will be forwarded to Police Systems. Highlight LBWE in the

jail | ocation box and paperclip all conver:

If a weekender requires a full fingerprint work up:

1 Booking will be notified that subject requires a full fingerprint work-up and what
fingerprint cards are necessary

1 Copy both sides of the blue booking sheet and attach to the fingerprint cards

when received. A second copy of the blue booking sheet will be made for

conversion

Original paperwork will be returned to Booking

The fingerprint classifier will class and search the prints and, if necessary, issue

a new DR# and/or Main number

1 A conversion sheet will be turned into Police Systems by the fingerprint

= =

classifier. Hi ghl i g hton ok BriWEpaperciipnall t he | ai
conversions together with a note "weekende
1 Department Records for workers will go to the DR desk for processing and then

are filed in the fAweekender o box

Put on Booking Control Log if new DR# and/or Main number

Release cards are not required on any weekender.

NO show up is required on weekenders.

ATi me Servedod paper wor k:

Paperwork is brought to the Records Division by booking desk personnel and

put in fAiweekendero box to be processed

1 Fingerprint classifier pulls DepartmentRecor d fr om fiweekender 0 box
prints and turns a conversion into the Police Systems Section. The conversion

= =4 -8 -4 -9
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will indicate number of weekends to be served, time served and date of entry
by the Police Systems Section in free field

1 Example: Sent 2 WE/Time Served 8-23-87
T A"No Showo paperwor k:
T When ANo showo paper work is Dbrought to t
verified to confirm the Court commitment is not the original, but a legible copy.
The original commitment should be forwarded to Booking for them to return to
Court
Police Systems will convert the booking numbers with fingerprints and enter note
in free field.
Example: Sent 4 WE/No Show i date
Records Division will not keep ANo showo pacg
fingerprints and a blue sheet with booking number.
If the DR has not be converted, it will be forwarded to Police Systems for
conversion.
I f the DR has been converted, it wild/l be put
Fee Deposit
The Budget Section will collect the weekender fees each Monday morning or the
next available business day. The fees collected will be reconciled with the other
cash deposit transactions made at the Business Desk and deposited with the City
Treasurer.
6.5.12 SUPERVISION OF INMATE WORKERS
POLICY
Sentenced inmate workers participate in the
an alternative sentencing option for the Long Beach Court. It is a minimum
security-t ype operation and considered a privile
program, sentenced inmate workers assist with jail operations by performing
janitorial, food preparation duties, and other tasks throughout the Department such
as painting, light maintenance, and moving furniture. Sentenced inmate workers
are sometimesref erred to as Atrustieso, but shoul d

need direct supervision.
PROCEDURE

Department employees shall adhere to the following guidelines when utilizing
sentenced inmate worker services:
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For inmate availability, call the Jail Supervisor at extension 87267.

Report to the Jail to pick up an inmate. The inmate must be signed for, noting

the location and work the inmate will be performing and wear an orange vest

as identification.

1 The inmate shall be under the direct supervision of an employee at all times
while performing the designated task.

1 When the task is completed, an employee shall escort the inmate worker back

to the Jail. The inmate must be signed-in upon return.

= =

Employees should treat sentenced inmate workers with the appropriate courtesy
and respect. However, since inmate workers have access throughout the building,
this creates several security concerns. When a problem or situation exists, an
employee should question the inmate worker. If there are any doubts about a
situation, report the problem to the Jail Supervisor at extension 87267. A Jail
Supervisor is on-duty at all times and will help with any problems.

Community Service Workers/Weekenders

The Department also utilizes community service workers and weekenders to
perform work. Community service workers and weekenders are supervised by gas
pump Security Officers, not the Jail Division. If a problem occurs with these
workers, contact Fleet Operations at extension 87448, or during the weekend
contact the gas pump at extension 87433.

6.5.13 BAIL FUGITIVE RECOVERY AGENTS
Revised April 14, 2015
The Support Bureau will have audit responsibility

A bail fugitive recovery agent is a person who is provided written authorization
pursuant to California Penal Code Sections 1300 and 1301 by the bail or depositor
of bail, and is contracted to investigate, surveil, locate, and arrest a bail fugitive for
surrender to the appropriate court, jail, or police department, and any person who
is employed to assist a bail or depositor of bail to investigate, surveil, locate, and
arrest a bail fugitive for surrender to the appropriate court, jail, or police department
(California Penal Code Section 1299.01(d)).

Bail fugitive recovery agents may attempt to book a fugitive at the Long Beach
Police Department. They often wear uniforms similar to police officers with vests,
and badges, and appear to be official government law enforcement officers.

Bail fugitive recovery agents are private citizens and should not be allowed into the
booking tunnel (6.5.2 BOOKING AREA & TUNNEL SECURITY), or the Public
Safety Building (PSB), beyond the business desk. If the agent has business in the
PSB, they must be escorted into and out of the building.
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http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PEN&sectionNum=1300.
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PEN&sectionNum=1301.
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PEN&sectionNum=1299.01.

MANUAL of the Long Beach Police Department JAIL OPERATIONS

6.5.13.1 COMMUNICATIONS SECTION RESPONSIBILITIES
Revised April 14, 2015

Bail fugitive recovery agents may call the Communications Center identifying
themsel ves as an -custady evarrind suspect; dnd imagnire where
to take their prisoner. The Communications Center employee taking the call should
ask the caller their agency affiliation. Agents from an official government law
enforcement agency i.e. Parole, ATF, etc., should be directed to the booking
tunnel. Bail fugitive recovery agents, however, shall be directed to the PSB
business desk.

6.5.13.2 BUSINESS DESK RESPONSIBILITIES
Revised April 14, 2015

When a bail fugitive recovery agent brings in a prisoner to the PSB business desk,

business desk employees must verify that the warrant is a Long Beach Police

Department warrant. Not all warrants issued in the Long Beach Court are from the

Long Beach Police Department, there are many agencies that file criminal cases

in the Long Beach Court. If the warrant is not a Long Beach Police Department

warrant, but a warrant issued in Los Angeles County direct the bail fugitive
recovery agent to the Los Angeles County Me
CRDF facility. For a warrant issued in another county, refer them to the originating

agency.

If the warrant is a Long Beach Police Department warrant, call for a patrol officer
to respond to the business desk to take custody of the prisoner. Do not allow the
bail fugitive recovery agent to bring their prisoner to booking or to enter the PSB
beyond the secure area of the business desk.

6.5.13.3 PATROL OFFICER RESPONSIB ILITIES
Revised April 14, 2015

When requested to respond to the business desk for a warrant arrest prisoner,
ensure the warrant is a Long Beach Police Department warrant before taking
custody of the prisoner. If the warrant is not an LBPD warrant, refer the bail fugitive
recovery agent to the proper agency or the

N

If the prisoner has a Long Beach Police Department warrant, take custody of the
prisoner and complete the booking process. Do not allow the bail fugitive recovery
agent to accompany you into the PSB or booking area. If the agent wants a copy
of the booking paperwork for proof of arrest, have them provide their contact
information and the booking clerk will provide them with a copy of the booking form
after completing the booking process.

6.5.13.4 BOOKING SECTION RESPONSIBILITIES
Revised April 14, 2015
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